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ADC AIMS VISITATION USER MANUAL 05-01-93

INTRODUCTION

This user manual has been revised by Management Information Services. it is the result of a state-wide
review by Adult Institutions Operations Officers and recommendations by Subject Matter Experts. Itis
designed to assist visitation staff in developing consistency in the administration of the inmate visitation
process among the Stales prison complexes and improve accuracy of the informalion provided by the
automated system.

This revised edition addresses the three (3) primary areas of concern in the development and maintenance
of an automated system:

Policy and Procedure, Data Collection {the Preparation Process) and Screen Mechanics (the Data Entry
Process). AIMS screens refiect the informational product of staff activity within a functional area, If the
product is not what is expected, then, there is a high probability that the activity is not occurring as
intended. It is crucial that the visitation process and the automated system are intagrated into a common

product,

ADVANTAGES OF AN AIMS SYSTEM USER MANUAL

o Provides a standardized training instrument for the beginner and a reference resource for the
experienced user,

0 Enhances consistency and accuracy of data entry by providing easy access to screen diagrams,
entry sequences, formats and code tables.

=] Pror..ctes productivity by reduction of the time required for information retrieval.

o Improves data collection and retrieval for planning and research by building a standardized data
base.

o Identifies responsibility and establishes accountability tor the maintenance of syslem security and
effectiveness.
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OVERVIEW OF AIMS
AIMS
Information
Management
System
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Tracking Intormation Services o1 Banking Vislitation
System System System System System

The Adult Information Management System (AIMS) Is the computerized Master Record
File maintained for each inmate committed to the Department of Corrections. AIMS is
used to follow each inmate's case from initial classification through release.

OFFENDER TRACKING
SYSTEM (OTS)

INMATE INFORMATION
SYSTEM (lIS)

COMMUNITY SERVICES
SYSTEM (CCS)

INMATE BANKING
SYSTEM (IBS)

INMATE VISITATION
SYSTEM (IVS)

SYSTEMS DESCRIPTIONS

Registers new Inmates. Records their sentence structure.
Monitors investigations about an inmate. Relates Inmates
to outside authorities. ldentifies facilities and staff
members. Provides user assistance.

Admits new inmates via OTS. T.acks all their external
movements. Assesses their custody level. Maintains their
tegal status. Tracks their location within institutions.
Record all parole board actions. Supports management and
research.

Tracks inmale-related investigations via OTS. Intakes new
supervision inmates via OTS. Monilors officer caseloads.
Assesses inmate risk and needs. Accounts for cost of
supervision fees.

Processes all banking transactions. Controls bank account
aclivities. Transfers accounts between institutions.
Maintains a general ledger. Reconciles all checks.

Maintains identificalion information on each visltor,
Monitors visitor's approval to visit status. Checks potential
visitors prior to approval. Provides information about a visit
and comments. Tracks inmate location and number of
visitors allowed via OTS.
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PAROLE BOARD This system Is not listed on the AIMS Organizational Chart
SYSTEM (PBS) because it Is new. It maintains Parole Board Hearing

infermation on each inmate and tracks the Inmate status
through the Parole Board Hearing and decision process.

COMPONENTS

The automated Inmate Visitation System is comprised of the following components:

VISITATION DT01 Visitation Menu

SCREENS DVO1 Visitor Screen
DVo2 Visitor Detail Screen
DV03 Visitor Name Search Screen
DVO0S Visit Screen
DVos Visitor Suspension/Violation
DVo7 Visitation Comments Screen
DV11 Visitor Approval Date Screen

VISITATION Inmates Without Visitors Special Visit Report
REPORTS Visitor List {Inmate Copy) Minors Turning Eighleen
Visitor List {Office Copy) Young Children Turning Eight
Visitor List & Manths Prior inactive inmate Update
Visitor List {Totals Only) Edit Reports - All
Duplicate SSN Visitor Approval Follow-up Report
Multiple Visits Report Visitor Suspensions/Violations
Inmate Visit Report Vigit Summary - Inmate’s Visitors
Location Visit Report Visit Summary - C, S, and/or Attorneys

Current Visitors Report

CONSTRAINTS

The Inmate Visitation System must conform with visitation policy and policy regarding the
confidentiality of information received.

The maximum number of visitors an inmate may receive during a single visit at a particular
institution is established and can be accessed using the AIMS DTO5 Facility information
Screen.

A visitor designated as inaclive for thirty (30) months will be removed from the database when
the inmate/s they have visited reach their maximum expiration date. A visilor that has been
permanently suspended will not be removed from the database. A visitor with a suspension
will ramain on the database for ten {10) years prior to removal.
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AIMS PASSWORDS

USER ID:
NAME:
PASSWORD:

TRANSACTION PASSWORD: - invisible

CONFIDENTIALITY: These codes are confidential and protected under AR.S, Title 13 § 13-

301, Definitions, A.R.S, Title 13 § 13-303, Criminal liability based upon conduct of another;
and A.R.S. Title 13 § 13-2316, Computer fraud, classification.

PASSWORD SECURITY: AIMS passwords and sign-on codes shall not be written-down or

displayed in areas where access by other individuals may occur. Passwords shall not be given
to persons who are not authorized to have them.

CRIMINAL ACCOMPLICE. Under provisions A.R.S. Title 13 § 13-301 and A.R.S. Title 13 § 13-
303, if you provide the means or opportunity to another person to commit an offense you are

an accomplice of the other person in commission of the ofense and are criminally accountable
for that other persons conduct,

COMPUTER FRAUD: Under provisions of AR.S. Title 13 § 13-2316(B) "A person commits
computer fraud in the second degree by intentionally and without authorization accessing,
altering, damaging or destroying any computer, computer system or compuler network or any
computer software, program or data contained in such computer, computer system or

computer network.” A.R.S. Title 13 § 13-2316(C) "...computer fraud in the second degree is
a class 6 felony.

WARNING: If you provide another person with any password or sign-on code that they are
not authorized to use, and that person accesses the AIMS system, you, as well as that person,
are guilty of a class 6 fefony. At a minimum, such a violation of slale law is a serious violation

of the State Personne! Rules and may result in disciplinary action which could include
dismissal from state service.
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DATA PROCESSING CONSIDERATIONS

Process involves AIMS related visitation practices. Automation is the Integration of
procedural activity and information technology. Various processes have evolved throughout
the Department since the implementation of the AIMS Inmate Visitation System. The use of
Visitation screens and the use of screen codes vary between Complexes. This process is a
derivation of exisling processes and potentially the most efficient and effective one for
developing consistency throughout the Department.

This process helps insure unnecessary data is not added to the dala base and stored
indefinitely; this unnecessary dala can be misleading, more labor intensive and can
occasionally create hardships for visitors trying to get approval to visit.

The following key elements of the process are proposed as the Deparimental standard. These
elements, although simplistic, address the greatest devialions in practice and the primary

sources of confusion,

1. The Visiting List is received from the inmate.

5 The inmate is notified the Visiting List has been received and accepted. (The Visiting
List is the inmate's wish list. Names on the Visiting List should not be entered on AIMS
until the Application to Visit Form has been received from the visitor. Untit that form is
received there is no way of knowing whether or not the person is interested in visiting.)

3. Upon receipt of the visitor's Application to Visit Form the visitor is entered on AIMS as
PENDING. (PENDING indicates the Application to Visit Form has been received and
pending the results of the NCIC/ACIC check. To enlera visitor prematurely on the data
base may leave the visitor pending indefinitely. The visitor may have had no interest in
visiting the inmate, but is now precluded from gelting on another inmate's list because
of PENDING status. Unnecessary hardship has been created on the visitor and on staff
trying the resolve the matter.}

4. Prior to the actual entry of the visitor on AIMS a DV0O3 NAME SEARCH is conducted to
ensure no duplicate names are entered and to ensure the visitor is not already on
another inmate's list. {The only occasions that warrant a visitor being be added on AIMS
using a sequence number "2" are when (1) a different visitor is already recorded on AIMS
with the same name and birth date, {2) when attorneys, contractors or sponsors are
listed professionally and also as regular visitors (3) or when a regular visitor is approved
at another complex as a Special Visitor. If a visitor is listed as INACTIVE, the INACTIVE
status should be changed to PENDING.)

5 Based on the results of the NCIC/ACIC check the visitor's status will be changed on
AIMS to APPROVED or DENIED.

6. When a visilor is approved the inmate will be nolified and the inmate will notify the
visitor. When denied the Department will notity the visitor.

7. After approval pending receipt of proper identification the Stale Code the Unit Location
Code. the First Four Lelters of the Aduli Visitor's Last Name, the First Letter of an Adult
Visitor' First Name and the First Letter of an Aduli Visitor's Middle Name
(AZW02BARBJK) shouid be typed in the Secondary ID field,

’
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8. Aler approval, pending receipt of a minors proper identification the State Code, the Unit
Localion Code and “NEED BC" should be typed in the Secondary |D field.

9. A minor should not be grouped with an adult other than the custodial parent or legal
quardian uniess a notarized statement has been provided by the custodial parent or
legal quardian authorizing the mingr to be accompanied by the adult. *

THE OFFENDER TRACKING SYSTEM MENU (DT01)

Before any visitation records can be created on the Inmate Visitation System, an entry must
be made on the Facility Information Screen (DT05) found in the Oftender Tracking System
(OTS). This entry sets the maximum number of visitors an inmate may have at any one time.

The number may vary from institution to institution, therefore, an entry must be made for each
location.

DT0% O Q0TS WM /DD/YY HH.MM.S3
0750200 OFFENDER TRACKING SYSTEM (OTS) MENU PAGE 1 OF §

INSTRUCTIONS: FIND THE DESIRED SCREEM IM THE LIST BELOW. MOVE THE CURSOR DOWN
T0 THAT LINE ENTER THE DATA REQUESTED DEPRESS THE "ENTER® KEY

**TRANSACTION TITLE** CODE  TYPE ADC NO OTHER DATA

SENTENCE STRUCTURE pTo2 _ {COMMITMENT) __ (COUNT)

DETAINER/WARRANT o103 .

PERSONAL CHARACTERISTICS 0T04 -

FACILITY INFORMATION 0705 =" (LOCATION)

PERSONAL HISTORY bT06 (DATE }

COMM.SER. INVESTIGATIONS DTO7  _

OFFENDER COMMENTS poto8  _ — __ (COMMENT TYPE)

LAST NAME SEARCH 0709 — (MATCH? )

(FIRSYY  (MID.INIT)

T [RACE CODE) _ TSEX: M OR F)
~_(BIRTH YR) T (YRS + OR _
T (BIRTH MONTH) __ (BIRTH DAYJ

CMD KEY CAN BE USED ON MOST SCREENS (INCLUDING THIS ONE) TO DO THE FOLLOWING:
CMDi=RETURN TO MENU CMD2=DISPLAY FIRST PAGE CMD3=DISPLAY NEXT PAGE

The DT05 Facility Information Screen can be accessed from the first page of the DTO1 AIMS
MENU or by typing the correct request on the Transaction Request Line on any AIMS screen.
As with any Transaction request, your personahzed Transaction Password is required at the
top of the page tc complete any screen request freter to Sign On/Off procedures).

Once your Transaction Password has been entered the cursor will automatically move to the
Transaction TYPE field. Upon completion of this step the cursor will move to the (LOC)
location field. 4 st of Location Codes can be found in the DAQ1 Automated Code Tables

under the Data Eiement CICURLOC. Afier typing in the location press the [ENTER] key. The
selected screen will be displayed.
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FACILITY INFORMATION SCREEN (DT05)

Esablishing a maximum number of visitors an inmate may have at one time, on the DT05, is
only required once. After having made this entry visilation records can be created as often as
necessary. The maximum number of visitors allowed to visit an inmate at one time will be
asplayed in the MAX VISITORS/INMATE field.

DTOS 6 ACH MM/DD/YY HH.MM, 55
0T5B106 FACILITY INFORNMATION PAGE 1 OF 1

EACILITY NO: AD1 NAME; ASP CENTRAL UNIT
TYPE : 10 ADULT INSTITUTIONS ADDRESS STREET; BUTTE AVENUE

ADMIN: MR. JOHN AVENENTI MAIL @ 1000
TITLE: DEPUTY WARDEN CITY : FLORENCE Z1e: 85232 0
ADMINISTRATIVE RCGION: F PHONE : 602 B6B-4011 SPEED: 47
ASP COMPLEX - FLORENCE MAX VISITOAS/INMATE: 00

FOR INMATES ONLY: OPERATIONAL CAPACITY: MALE: 00938 FEMALE : Q0000
SPECIAL USE 1 MALE: 00047 FEMALE: 00000

e A 7 e ——

INMATE BANK PARAMETERS:

' MACHINE GENERATED CHECKS (Y/N): ¥ PARTIAL WITHDRAWAL (Y/N)}: N

INMATE WITHDRAWAL LIMIT:; 0.00 WITHORAWAL OF CENTS PERMITTED (Y/M):©: Y
AUTOMATICALLY UPDATED ACCOUNTS: ASSET: 100 LIABILITY: 200

LAST USED CHECK NUMBER: 094857

READY FOR UPDATE

s ey et it o

A Transaction Type is a code used to specily a specific screen activity. There are two {2)
Transaction Types applicable 1o the visitalion process.

TYPE (Transaction)

a4 disptay visit record
6 change visit record

The capability to change the total visitors per location is restricted by password.

However, a change in the number of allowable visitors can be accomplished, by authorized
staf!, using a Transaction Type "6°, by moving the cursor over the number in the MAX
VISITORS/INMATE field, typing the new number and pressing the [ENTER] key to invoke the
change.
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THE VISITATION MENU (DT01)

The Inmate Visitation System (IVS) Menu can be found on pages seven {7) and eight (8} in the
AIMS Menu System. Individual visitation screens can be accessed from this menu by selecling
any one of the screens listed under **TRANSACTION TITLE**.

DTOt O IVS

MM/OD/YY HH.MM.3S
0750200 THMATE VISITATION SYSTEM (IVS) MENY PAGE 7 OF 9

MQVE THE CURSOR DOWN

INSTRUCTIONS: FIND YHE DESIRED SCREEH IN THE LIST BELOW
ENTER THE DATA REQUESTED DEPRESS THE “ENTER® KEY

TO THAT LINE
* «TRANSACTION TITLE"™ CODE TYPE

SELECTION PARAMETERS
VISITOR SCREEN ovor {INMATE NO ) _ {TYPE) (STATUS)
VISITOR DETAIL SCREEN ovo2 ~{TYPE) (VISITOR KEY)
VISITOR HAME SEARCH pvoa " (TYPE} _ (STATGE)
(MATCH? _ )
[FIRET)
{SSH) {SEC I1D)
” ODE ) — (SEX: W OR F}
~ _(BIRTH YR} —_ (YRS + 0" -
T {BIRTH MONTH) __ {(BIRTH DAY)
CONTRACT [SPONSOA SCREEN DV04  _ T (TYPE) . {LOC) {ID} _ {STATUS)
VISIT SCREEN oves —_{Locy {DATEY (INMATE }
- “TIVISITOR}

CMD KEY CAN BE USED ON MOST SCREENS (INCLUDING THIS ONE) TO DO THE FOLLOWING:
CMD1=RETURAN TO MENU CMD2=FIRST PAGE CMD3=NEXT PAGE CMD5=G0 TO DAQ4

070y Q0 Jvs2

MM/DD/YY HH.MM.SS
0TS0200 INMATE VISITATION SYSTEM (IVS}) MENU

PAGE 8 OF 9

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPAESS THE "ENTER® KEY

* *TRANSACTION TITLE®* CODE TYPE  SELECTION PARANMETERS

VISITC™ SUSPENSIONS oDvos __(TYPE} (VISITOR KEV)
VISITOR COMMENTS ovo7 _{TYPE) {VISITOR KEY)
ADLT VISITORS FOR WINORS DVO®  _ _ (TYPE) {(VISITOR KEY)
COMT/SPONS DETAI. SCREEN DVO$  _ _ (TYPE] (VISITOR KEY]
CONT/SPONS VISIT SCREEN DV10  _ _(LOT)Y ___ __ (DATE) _ (TYPE)
APPROVAL DATE UPDATE DVl _(congy {VISITOR)

CMD KEY CAl BE USED ON MOST SCREERS (IKCZLUDING THIS ONZ) TO DO THE FOLLOWING:
CMDI=RETURN YO MENU CMD2=FIRST PAGE CMD3=NEXT PAGE CMOS5=GO TO DAD4

Prior to making a transaction request your personalized Transaclion Password must be entered
in the appropriate field 1tyour password has nol been entered prior to the requeslt, the cursor
will move to the correct posiion on the screen and you vall be prompted to enter it.

To make a screen request. move the curser down tng menu until it 1s resting next lo the
desired screen. in the **TYPE*=® column enier lhe type of transaction desrred (e 0 = VIEW
ONLY). When this 1s accomphshed tne curscr wil automatically move to a seleciioh

parameter. Once the transaction type and the desired parameters have been selecled, press
the [ENTER] key to display the screen.
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VISITATION MENU - DVO1 VISITOR SCREEN

A Transaction Type is a code used to specify a specific screen activity. There are five (8)
available transaction types that can be used or functions that can be performed on the DVO1

Visitor Screen.

TYPE (Transaction)

PO -0 l

display the visitor list
add a visitor to the list
delete a visitor from the list
begin a visit to an inmate
end a visit to an inmate

The selection parameter (INMATE NO) is mandatory requiring a six {6) digit ADC Number (e.g.

089898).
pTOT O IVS MM/DD/YY HH,MM.SS5
0T50200 ~ INMATE VISITATION SYSTEN (IVS5) MENU PAGE 7 OF 9

r +TRANSACTION TITLE**®
VISITOR SCREEN
VvISITOR DETAIL SCREEN
VISITOR NAME SEARCH

VISIT SCREEN

TO THAT LINE
CODE TYPE

DVO1
Dvo2
Ovoa

CONTRACT /SPONSOR SCREEN DVO4

DVO5

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
ENTER THE DATA REQUESTED DEPRESS THE "ENTER" KEY

SELECTION PARAMETERS

(INMATE NO )} _ (TYPE) {STATUS)

- E) (VISITOR KEY)
_ (TYPE} _
(MATCH? _ )

{FIRST)

{SSN) {(SEC ID)
. ODE} ~ _ (SEX: W OR F)
T (BIATH YR) T (YRS + OR -}
T~ (BIRTH MONTH) — (BIRTH DAY)
TT{TYPE) ___ {LOC) {ID} _ (STATUS)
T {Locy {DARTE)" { INMATE}

“{VISITOR}

CMD KEY CAN BE USED ON MOST SCREENS (IN
CMD1=RETURN TO MENU CMD2=FIRST PAGE

CLUDING THIS ONE) TO DO THE FOLLOWING:
CMD3=NEXT PAGE CMD5=GC TO DAO4

There are eight {8) available codes for the optional selection parameter of visitor (TYPE) on

the DV0O1 menu reguest line.

TYPE ({Visitor)

attorney
interrelation
minor visitor
special visitor

vz

> mD

regular adult visitor
emancipated/minor spouse
pastor

all types

If the visitor (TYPE} field is teft blank the program will default 1o all minors, emancipated
minors, emancipaled minor spouse and regular adult visitors on the inmate's Visiting or Ten

List.

v
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The last optional selection parameter is the visitor (STATUS) field. There are also seven {7)

codes available for this field,

STATUS (Visitor)

—

A approved [ inactive

P pending review T terminated
D denied X all statuses
S suspended

If no entry is made in this field, the program will defauli to the inmate's list of approved visitors.

VISITATION MENU - DV02 VISITOR DETAIL SCREEN

There are eight {8) transaction types that can be used or functions that can be performed on

the DTO2 Visitor Detail Screen.

TYPE (Transaction)

|

0 display condensed visitor record
1 add a visitor record
2 change visitor record
3 display full visitor record
4 display/add/change/delete a visilor suspension
5 display/add/change/delete a visitor comment
7 display/add/change/delete adult information from minors record
g delete a visitor record
oTOt 0 IVS MM /OD/YY HH.MM.S3
0TS0200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 7 OF 9

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPRESS THE "ENTER"™ KEY

**TRANSACTION TITLE"® CODE TYPE SELECTION PARAMETERS
VI1SITOR SCREEN pDvo1 {INMATE NO ) _ (TYPE} _ (STATUS)
VISITOR DETAIL SCREEN ovoz2 — (1YPE} {VISITOR KEY)
YISITOR HAME SEARCH ovoz T {TYPE} _ (STATUS)
(MATCH? _ 1}
(FIRST)
{SSN) (SEC ID)
T {RACE CODE} T {SEX: W OR F)
~_ (BIRTH YR) ~_{YRS + OR -}
—_ (BIRTH MONTH} _ (BIRTH DAY)
CONTRACT /SPONSOR SCREEN DV04 T{TYPE) ___ {LOC) {10} _ (STATUS)
VISIT SCREEN ovos (Locy {DATE) { INMATE )
(VISITOR)

UMD KEY CAN EE USED ON MD3T SCREENS (INCLUDING THIS ONE) TO DO THE FOLLOWING:
CHD1=RETURK TO MENU CMDZ=FIRST PAGE CHD3=NEXT PAGE CMOS=G0 TO DAOD4
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There are eight (8} available codes for the selection parameter of visitor (TYPE).

TYPE (Visitor)

A aftorney R regular adult visitor
| interrelation E emancipaled/minor spouse
M minor visitor P pastor
S special visitor X all types
DTO1 ¢ IVS MM/DD/YY HH.MM,SS
0750200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 7 OF 9

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURASQA DOWN
TO THAT LINE ENTER THE DATA REQUESTED ODEPRESS THE "ENTER" KEY

**TRANSACTEION TITLE<* CODE TYPE SELECTION PARAMETERS

VISITOR SCREEN DVOt (INMATE NO } _ (TYPE) _ {STATUS)
VISITOR DETAIL SCREEN  Dvo2 _ T {TYPE) (VISITOR KEY)
VISITOR NAME SEARCH ovos T (TYPE) _
(MATCH? _ )
[FIRSTY
{SSM) (SEC 1D)
_ ODE) ~ _ (SEX: W OR F)
~ " (BIRTH YR} ~ (YRS + OR -}
— {BIATH MONTH} __ (BIRTH DAY)
CONTRACT /SPONSOR SCREEN DVD4  _ TT(TYPE) ___ (LOC) (10} _ (STATUS)
VISIT SCREEN ovos T {Loc) (DETE) { INMATE )
—{VISITOR)

CMD KEY CAN BE USED ON MOST SCREENS {INCLUDING THIS ONE) TO DO THE FOLLOWING:
CMD1=RETURN TO MENU CMD2=FIRST PAGE CMD3=NEXT PAGE CMD5=G0 TO DAO4

The selection parameter (VISITOR KEY) refers to a twelve (12) character computer generated
identification code unique for each visitor. The key consist of the first four (4) letters of the
visitor's last name the visitors six (6) digit date of birth {DOB) and a two (2) digil sequence
code. The Visitor Key for John Smith, born on Oclober 10, 1840, would be SMIT10104001.

NOTE: If the visitor name and/or DOB are changed after the visitor record was created, the
Visitor Key will remain the same. A new Visitor Key will not be generaled.

The Visitor Key is a mandatory selection parameter for all transaction types on the DV02 Visitor
Detail Screen, with the exception of transaction type "1". The DV02 Visitor Detail Screen can
be accessed without a using a Visitor Key via the DVO1 Visitor Screen, the DV03 Visitor Name
Search Screen, and the DVOS Visit Screen.

11
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VISITATION MENU - DV03 VISITOR NAME SEARCH SCREEN

There are three (3) transaction types that can be used or tunctions that can be performed on
the DTo2 Visitor Detail Screen.

TYPE (Transaction)

0 visitor name search
1 visitor name search match
2 visitor social security number search (SSN} match

NOTE: The LAST NAME is the only mandatory selection parameter to perform a visitor name
search. The other parameters are optional. If the other parameter fields are left blank the
program will display a list of names that "sound" similar to the LAST NAME.

There are eight {8} available codes for the selection parameter of visiter (TYPE).

TYPE (Visitor)

A attorney R reguiar adult visitor
| interrefation E emancipated/minor spouse
M minor visilor P Pastor
S special visitor X alltypes
pTOY © IVS MM/DDJYY HH.MM.SS
0T50200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 7 OF 9

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPRESS THE "ENTER" KEY

+*TRANSACTION TITLE"*® CODE TYPE  SELECTION PARAMETERS
VISITOR SCREEN DvO1  _ (INMATE NO ) _ {TYPE} _ [STATUS)
VISITOR DETAIL SCREEN pvoz T{TYPE) (VISITOR KEY)
VISITOR NAME SEARCH DvV0o3 ~ (TYPE) _ (STATUS)
{MATCH? _ )
(FIRST)
(SSN} {SEC 1ID)

“"TRACE CODE} ~ _ (SEX: W OR F)

~ _{BIRTH YR) ~ {YRS + OR -)
| " {BIRTH MONTH) _ (BIRTH DAY)
CONTRACT /SPONSOR SCREEN DVO4 TT(TYPE) ___ (L0C) (10) _ {STATUS)
VISIT SCREEN pvas ___ (Loc) (DATE] { INMATE)
{(VISITOR)

CHD KEY CAN BE USED OM MOST SCREENS [ INCLUDING THIS ONE) TG DO THE FOLLOWING:
CMDt=RETURL TG MENU CMD2=FIRST PAGE CME3=HEXY PAGE CMD5=GO 7O DAD4
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ADC AIMS VISITATION USER MANUAL : 05-01-93

The (STATUS) is an optional selection parameter with six {6) possible codes.

STATUS (Visitor)

A approved 1 inactive
P  pending review S suspended
D denied T terminated
DTO1 0 IVS MM/DD/YY HH.MM.SS
0750200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 7 OF 9§

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO YHAT LINE ENTER THE DATA REQUESTED DEPRESS THE “ENTER" KEY

* *TRANSACTION TITLE""® CODE TYPE SELECTION PARAMETERS

VISITOR SCREEN pvol (INMATE NO } _ (TYPE) _ (STATUS)
VISITOR DETAIL SCREEN  DVO2  _ T {TVPE) {VISTTOR KEY)
VISITOR NAME SEARCH pvoa ~ (TYPE) _
(MATCH? _ )
(SSN) (SEC 1D)
n ODE) — _ (SEX: W OR F)
T " {BIRTH YR} ~ (YRS + OR -)
~ (BIRTH WONTH) T (BIRTH DAY}
CONTRACT /SPONSOR SCREEN DVO4  _ TT(TYPE) ___ (LOC) (10} _ (STATUS)
VISIT SCREEN ovos = (L0C) {DATE] { INMATE)
- “{VISITOR)

CMD KEY CAN BE USED ON MOST SCREENS {INCLUDING THIS ONE) TO DO THE FOLLOWING:
CMD1=RETURN TO MENU CMD2=FIRST PAGE CMD3=NEXT PAGE CMD5=G0O TO DAO4

The LAST NAME fieid allows up to twenty (20} typed characters. it is the only mandatory
selection parameter to perform a name search. Directly following this field is an optional
selection parameter (MATCH? _). To generate a list ot visilor names malching the spelling

of the LAST NAME, type a Y in the single character field following the "1

The (FIRST) name field is an optional selgction parameter. This field allows up to nine (9)

typed characters. A list of visitors with the same first and last name will appear.

Entries made in the remaining optional selection parameters will provide a more selective

visitor list.

The SSN selection parameter has nine {9) characters spaces for entering a social security

number.

Thirteen {13) character spaces are provided for entering a visitor's SECONDARY ID. Examples
of a secondary identification are driver's license (prefixed by State initials), State 1D (prefixed
b the initiats "SI"}, Military 1D (ML), Passport (PP], VISA {VS), Immigration and Naturalization
Sarvice {IN), and Bank Card (CB). A certificate of birth is required secondary 1D for minors,
The correct sequence for recording a certificate of birth is as follows: CB, the two initial birth

State abbreviation. and the county where horn {e.g. CBAZMARICOPA}.

13
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It a secondary ID has not been provided, the following temporary secondary ID may be used:
Stale abbreviation, AIMS Fagility location code, the first four (4] letters of the visitor's last
name, and the initials of the first and middle name. For a visiter named John P. Smith visiting

an inmate at ASPC-F Central unit, a temporary secondary ID would look as follows:
AZADTISMITJP.

Tempaorary identification should be replace with a valid secondary ID as soen as possible,

D701 O IVS

MM/DO/YY HH.MM.SS
0750200 INMATE VISITATION SYSTEM (IVS} MENU

PAGE 7 OF 9

INSTRUCTIONS: FIND THE OESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPRESS THE “"ENTER® KEY

**TRANSACTICON TITLE** CODE TYPE SELECTICN PARAMETERS
VISITOR SCREEN DVO1

_ (INMATE NO ) _ (TYPE) _ (STATUS)
VISITOR DETAIL SCREEN ovo2 —{TYFE) {VISITOR KEY)
VISITOR NAME SEARCH ovos T {TYPE} _ (STA
(MATCH? _ )
{FIRSTY
(SSN) (SEC 1D}
. ODE} =~ _ (SEX: W OR F)
T_(BIRTH YR) T (YRS + OR -)
— {(BIRTH MONTH)} __ (BIRTH DAY)
CONTAACT /SPONSOR SCREEN DV04 TT(TYPE) __ {LOC) (ID) _ (STATUS)
VISIT SCREEN ovos = (Loc) (DATEY™ ( INMATE)
T{VIETTOR)

CMD KEY CAN BE USED ON MOST SCREENS [INCLUOING THIS ONE) TO DO THE FOLLOWING:
CMD1=RETURN TO MENU CMD2=FIRST PAGE CMD3=NEXT PAGE CMD5=GO TO DAO4

The selection parameter RACE has eight (8} existing codes.

RACE (Visitor)

A Asian M Mexican American
B Bilack N  Mexican National
C Caucasian ©  Other

| Native American indian U Unknown

The selection parameter SEX has two {2) codes.

SEX (Visitor)

M Male
F Female

The selecticn parameters (BIRTH YR), (BIRTH MONTH), and (BIRTH DAY} are optional two
{2) digit date fields. When using the (YRS + OR -) seleclion parameter the {(BIRTH YR)
becomes a mandatory entry. When the year of birth is questionable, this field allow the
program to expand the search parameters (e. g. If the (BIRTH YR} is 453 and a5 is entered
in the (YRS + OR .) field, the search would be expanded to include the years 1940 - 1950),

14
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05-01-93

VISITATION MENU - DV0OS VISIT SCREEN

There are two (2) TYPEs of transactions that can be performed on the DVOS Visit Screen,

TYPE (Transaction)

0 display visit record
2 add/change visit record

The three (3) digit (LOC) parameter is asking tfor an AIMS facility or institution code. A list of
these codes can be found in the AIMS DAQ1 Automated Code Tables under the Data Element
CICURLOC.

The selection parameter (DATE) is a mandatory field requiring a six (6) digit month, day and
year entry. Once the date is entered a visit record from that date forward will be displayed.

Entering an ADC Number in the ({NMATE) field invokes only those visitors visiting the selected
inmate during the selected time frame.

DTO1 O IVS MM/DD/YY HH.MM .55
0750200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 7 OF 9

INSTRUCTIONS: FIND THE DESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOA DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPRESS THE “"ENTER® KEY

“*TRANSACTION TITLE** CODE TYPE SELECTION PARAMETERS

VISITOR SCREEN ovo1 {INMATE NO ) _ (TYPE) _ (STATUS)
VISITOR DETAIL SCREEN  DVO2  _ TT{YYPE) {VISITOR KEY)
VISITOR NAME SEARCH Vo3~ = {(TYPE) T (STATUS|
(MATCH? _ )
tAGE)
" (SSN) {SEC 1D)
T{RAGE CODE) ~ _ (SEX: W OR F)
~_{BIRTH YR} ~ (YRS + OR -)
~ (BIRTH MONTH) __ (BIRTH DAY)
CONTRACT/SPONSOR SCREEN DVO4 _TITYPE) __ (LOC) (ID) _ (STATUS)
VISIT SCREEN DvVO5 T _ _[Locy {DATEY (INMATE}
- IVISTTOR)

CMD KEY CAN BE USED ON MOST SCREENS [INCLUDING THIS ONE) TO DO THE FOLLOWING:
CMD1=RETURN TO MENU CMO2=FIRST PAGE CMD3=NEXT PAGE CMD5=G0 TO DAQD4

The selection parameter (VISITOR) refers to the twelve (12) digit Visitor Key. As previously
mentioned, each visitor has their own unique code. This parameter is used when a visit record
for a particular visitor is desired. Again, the Visitor Key consists of the first four {4) letters of
a visitors last name. the visitors six (6) digit date of birth and the sequence number (see
example on page 9}.

NOTE: When using a Transaclion Type "2" the selection parameters (DATE). {INMATE), and
(VISITOR) mus! be completed.

15
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VISITATION MENU (DTO1)
PAGE TWO

There are four (4) screens listed on page 2 of the Visitation Menu related to Inmate
Visitation: DV0B Visitor Suspension Screen, DVO7 Visitor Comment Screen, DVO8 ADLT
Visitors For Minors Screen and the DV11 Approval Date Update Screen.

These screens were created as compliments of the DVO1 Visitor Screen, and the DV02

Visitor Detail Screen. Data entered on any one of these screens is transferred back and
torth to the corresponding screen as it is entered.

Because these screens are similar in nature to the ones already discussed, and similar

in method of access, further discussion concerning these screens will resumed in the
Data Entry section of this manual.

DTOt O IVS2 MM/DD/YY HH.MM, 5SS
0T§0200 INMATE VISITATION SYSTEM (IVS) MENU PAGE 8 OF 9

INSTRUCTIONS: FINO THE CGESIRED SCREEN IN THE LIST BELOW MOVE THE CURSOR DOWN
TO THAT LINE ENTER THE DATA REQUESTED DEPRESS THE "ENTER™ KEY

t*TRANSACTION TITLE** CODE TYPE SELECTION PARAMETERS

YISITOR SUSPENSIONS ovos  _ __(TYPE) (VISITOR KEY)
VISITOR COMMENTS Vo7 _ _ (TYPE) {VISITOR KEY)
AOLT VISITORS FOR MINORS DVOB  _ _ {TYPE) (VISITOR KEY)
CONT/SPONS DETAIL SCREEN OVO9 _ (TYPE) {VISITOR KEY)
CONT/SPONS VISIT SCREEN DVi0 __{LOC) _____ {DATE) _ (TYPE}
APPROVAL DATE UPDATE pviy ___ [CODE) (VISITOR)

CMD KEY CAN BE USED OH MOST SCREENS (INCLUDING THIS ORE) TO DO THI FOLLOWING:
CMO1=RETURN TG MENU CMD2=FIRST PAGE CMD3=REXT PAGE  CMD5=GO TG DADS
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ADC AIMS VISITATION USER MANUAL 05-01-93

DATA ENTRY - DVO1 VISITOR SCREEN

The DVO1 Visitor Screen can be used to add a visitor to an inmate's Visitor List or add basic information
about visitors to an inmate's Visitor List. However, this is not the most efficient data entry method because
a DVO2 transaction is still required to complete the data entry process and once information has been
added it can not be changed from this screen. The DV02 Visitor Delail Screen is required to make
changes to existing data. A visitor's DV02 Detail Screen can be selected from the DVO1 Visitor Screen,
without the use of a Visitor Key, to facilitate the data entry process.

The DVO1 allows staff to immediately display active visitors on an inmate's Visitor List and confirm their
eligibility 1o visit. It allows staff to determine an inmate's availability to visit and can be used to identity
visitor's on mare than one inmate's Visitor List. A visitor, beginning or ending a visit, can be selected and
visitors can be removed from a Visitor List using this screen. And, Minors grouped to an adult visitor can
be identified from this screen.

DVO1 1 043433 MM/ LYY HH.MM . S5S
IVSBOO+ VISITOR SCREEN PAGE 1
INMATE: 043433 NAME: HUMMINGB8IRD, NORMA L. STATUS: A ACTIVE
LOCATION: BOS AZ CTR-WOMEN HOUSING: SOTH
DATE: 09/01/88 TIME: 15:24 S R M
A TSA R ADD UV
c TY VISITOR NAME A E C DOB SSN SECONDARY € DATE L
T 6 PE LAST,FIAST MIDDLE SUFFIX T X E MUDDYY 10 L MMDDYY T

[ T T I |
[ A I |
[ D

[T T T N
I O T I O |

ZCTION CODEST A= ADD, W= REWOVE, s= SELECT, v= VISIT, & EXTr VISTTING —
TYPES: A= ATTORNEY, I=INTERRELATION, M= MINOR, S= SPECIAL, R= VISITOR

SEC. I1D. FIRST 2 CHARACTERS BC=BANK CARD, ML= MILITARY, PP= PASSPORT,

$1= STATE 10, OR A VALID STATE CODE FOR DRIVER LIC.

T T T I O O

READY FOR UPDATE

There are five {5) Transaction Types or types of activity associated with the DVO1 Visitor Screen.

TYPE (Transaction)

display inmate visitor list

add a visitor to an inmate’s list
remove a visitor from an inmate’s list
select a visitor to begin a visit

select a visitor lo end a visit

AWK = O

In order to maintain accurate visitation records, the DATE and TIME displaved under the LOCATION field
car be changed by overstriking the characters with the appropriate date and time. The date and time
displayed in this field will be the date and time recorded for the start of a visit (Transaction Type "3") or
the end of a visit (Transaction Type "4"). |f unchanged. the date and time a visitor is added to the list will
be the date and time displayed.

17
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NOTE: i dates are entered manually, a six (5) digit entry is required for the month, day and year. Entries
must be made using military time {e.q. 13:00 = 1:00 P.M.).

There are five (5) Action Types associated with this screen and each Acticrn Type must be used in
conjunction with its correspending Transaction Type.

T

Y A

P C

E T (Action)

0 S select visitor record (Visitor Detail Screen-DV02)
1 A add visitor to the visitor list

2 R remove visitor from the visitor list

3 V starl the visit

4 X endthe visit

Grouping is a selection parameter allowing a minor's visitor record to be tied 1o an adults visitor record.
New visitors can be grouped, when,initially added o the Visitor List or when a new visitor record is being

created. Grouping to an existing visitor record can only be accomplished by using the DTO2 Visitor Detail
Screen,

NOTE: All visitor TYPE codes indicate adult visitors with the exception of type "M" for minor.

DVO1 1 043433 MM/DD/YY HH.MM.5S

1VSB0O01 VISITOR SCREEN PAGE 1

INMATE: 043433 NAME: HUMMINGBIRD, NORMA L. STATUS: A ACTIVE
LOCATION: BO5 AZ CTR-WOMEN HOUSING: SOTH

DATE: 09/01/88 TIME: 15:24 5 R M
A TS5 A R ADD U

Y VISITOR NAME A EC DOB SSN ScCTDARY E DATE L
T G PE LAST,FIAST MIDOLE SUFFIX T X E MMDDYY ID L MMDDYY T
A|N R{SMITH,JOHN P SR AMC 101040 $113445908 N 080187 _
AlY M|SMITH MARY A F G 101083 CBAZMARICOPA_ N 080187 _
ALY MISMITH,PAUL A M C 090980 CBAZMARICOPA_ N 080187
AlN R|TUCKER, SAM AN B 121240 AZ9B76987Y___ N 081087 _
EcTIGN CODEST A= ADD, R REMOVE, = BELECT, VE VISIT, X= EXiT VISITING ~ B
TYPES: A= ATTDANEY, I=INTERRELATION, M= MINOR, S= SPECIAL, R= VISITOR
SEC. 1D. FIRST 2 CHARACTERS BC=BANK CARD, ML= MILITARY, PP= PASSPORT,

SI1= STATE IO, OR A VALID STATE CODE FOR DRIVER LIC.

READY FOR UPDATE

Two (2) codes are used for grouping. "N"is used to start a grouping or designate a break in a grouping.
The example above shows how multiple minor visitor records are grouped with a regular adult visitor. The
“v* indicates a Visitor Record that is to be grouped with the record directly above it marked with an "N".

The "N* at the bottom indicates the break in the grouping. The example an page 18 shows how niultiple
adult visitor records are grouped with a minar's visitor record.

18

arey

"3

"

-



- R -

.4 A A

BN R L B |

- 3

23
—

ey

i

|

23

3

SR {

ADC AIMS VISITATION USER MANUAL

05-01-93

G (Grouping}

N indicates that this visitor record is not to be grouped with any visitor record entered above

Y indicates that this visitor record is to be grouped with the visitor recorded marked with an

*N* directly above

DVO1 1 043433
1v58001
INMATE: 043433 NAME: HUMMINGBIRD,

LOCATION: BOS AZ CTR-WOMEN

MM/DD/YY
STATUS: A ACTIVE

VISITOR SCREEN

NORMA L.
HOUSING: SOTH

DATE: 09/01/88 TIME: 15:24 § R
A TSA R
c TY VISITOR NAME A EC DOB SSN SECONDARY E
T G PE LAST,FIRST MICOLE SUFFIX T X E MWMODYY Ip L
A N R SMITH,JOHN P SR A M C 101040 §113445908 N
A Y M SMITH MARY A F € 101083 CHAZMARICOPA N
A Y M SMITH, PAUL A M C 090980 ____ CBAZMARICOPA_ N
A N R TUCKER,SANM AMB 121240 ____ AZOB76987Y___ N
A|H M{JONES, TAMI A F B 121086 ____ — CBAZPINAL N
A|Y R|JONES,DARLA_____ A F B 080868 AZ574890__ N
AlY R|JONES,HARRY____ A M B 070768 AZO192MM "~ N
aly RluONES GRANDNA____—— A F B 060636 s142987Y___ N
ACTION CODES: A= ADD, R= §= SELECT, V= VISIT, X= EXIT VISITING

TYPES: A= ATTORNEY, 1=INTERRELA%ION, M= MINOR, 5= SPECIAL, R= VISITOR

SEC. ID. FIRST 2 CHARACTERS BC=BANK CARD, ML= MILITARY, PP= PASSPORT,
SI= STATE ID, OR A VALID STATE CCDE FOR DRIVER LIC.

READY FOR UPDATE

HH .MM, S5

PAGE

ADD
DATE
MMDDYY

080187
080187
080187
081087
040488
040488
040488
040488

1

ba Ll =8

[T S T T O T

TYPE (Visitor)

attomney
emancipated/minor spouse
interrelation

minor visitor

paslor

special visitor

regular adult visitor

THmUoOUZT—MPpP
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The VISITOR NAME field allows up to twenty five (25} typed characters. In order for the program 1o make
the distinction between names the last name must be entered first, followed by a comma, the first name,

space and then the middle initial. An example is provided below. A three character suffix {e.g. Sr., Jr.,
11, etc.) can follow the middle name or initial when appropriate.

DVO1 1 043433

MM DD/YY HH.MM.55

IVSBOOA VISITOR SCREEN PAGE 1
INMATE: 043433 NAME: HUMMINGBIRD, NORMA L. STATUS: A ACTIVE
LOCATION: BOS5 AZ CTR-WOMEN HOUSING: SOTH

DATE: 09/01/88 TIME: 15:24 S R N
A TS A A ADD U
c TY VISITOR NAME A EC DOB SSN SECONDARY E DATE L
T G PE LAST,FIRST MIDOLE SUFFIX T X E UMDDYY ID L AuDDYY T
A N R SMITH,JOHN P 5R A M C 101040 §I13245908____ N 080187

|
11011

[ ]

ACTION CODEE. A= ADD, R= REMOVE, S= SELECT, V= VISIT, X= EXIT VISITING —
TYPES: A= ATTORNEY, I=INTERRELATION, M= MINOR, S= SPECIAL, R= VISITOR

SEC. 1D. FIRST 2 CHARACTERS BC=BANK CARD, ML= MILITARY, PP= PASSPORT,

51= STATE ID, OR A VALID STATE CODE FOR DRIVER LIC.

trr i
| T T N N O |

LI T T I O |
F I I T I

READY FOR UPDATE

There are six (6) codes that can be used to designate visitar STATUS,

S

T

A

T (Visitor Status)

A approved S suspended
P pending review | inaclive

D denied T terminated

There are three (3) codes for use in designating the SEX of a visitor.

S

E

X {Sex)

M male

F femaie

U unknown

20
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ADC AIMS VISITATION USER MANUAL : 05-01-93

There are eight (8) codes for use in designating the RACE of a visitor.

R

A

]

E (Race)

A Asian M Mexican American
B Black N Mexican National
C Caucasian O  Other

| Native American Indian U  Unknown

The DOB (Date of Birth} field requires a six (6) digit entry. The date must include the month, day and year
of birth with twe (2) digits assigned to each.

The SSN (Social Security Number) field is a nine (9) character entry. Because the SSN is furnished
voluntarily, by the visitor, the SSN is nol a mandatory entry.

DVO1 1 043433 MM/DD/YY HH.MM.S$S

IVSBOO1 VISITOR SCREEN PAGE 1§
INMATE : 043433 NAME: HUMMINGBIRD, NORMA L. STATUS: A ACTIVE
LOCATION: 805 AZ CTR-WOMEN HOUSING: SOTH

DATE: 09/01/88 TIME: 15:24 5 R "
A TSA R ADD U
c Ty VISITOR NAME AEC DOB SSN SECONDARY E DATE L
T G PE LAST,FIRST MIDDLE SUFFIX T X E WWODODYY 1D | MMDDYY T
A N R SMITH,JOHN P SR A W C 101040 5113245908___ N 080187 _
ACTI1ON TODEST A= ADD, R= REWOVE, s= SELECT, v= VISIT, = EXTT VISITING
TYPES: A= ATTORNEY, I=INTERRELATION, M= MINOR, $= SPECIAL, R= VISITOR
SEC. ID. FIRST 2 CHARACTERS BC=BANK CARD, ML= MILITARY, PP= PASSPORT,
$1= STATE ID, OR A VALIC STATE CODE FOR DRIVER LIC.

READY FOR UPDATE J

Thirteen spaces are provided for entenng a visitor's SECONDARY ID. Examples of secondary
identification are Driver License (prefixed by State initials), State 10 {prefixed by the initials "SI"}, Military
ID (ML), Passport (PP), VISA (VS). immigration and Naturalization Service {IN), and Bank Card {CB). A
certificate of birth is required secondary 13 for minors. The correct sequence for recording a certificate
of birth is as follows: CB. the two initial birth State abbreviation, and the county where born {e.g.
CBAZMARICGPA).

If a secondary ID has nol been provided. the following secondary 1D may be used temporarily: State
&~esation, AIMS Facility location code, the first four (4) letters of the visilor's tast name. and the inials
of 1 - ¢ stand middle name. Fora visitor named John P. Smith visiting an inmate at ASPC-F Central unit,
a temporary secondgary 1D would look as follows: AZADISMITJIP.

Temporary/Substitute 1D should be replace with a valid Secondary ID as soon as possible.
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The REL field is a single space field used for entering the relationship of the visitor to the inmate.

R
E

L. (Relationship to Inmate)

C child/stepchild F family {all siblings)
P parent/stepparent R other relationship
G grandparent N  no relationship

S spouse

NOTE: "Other refationship” is to be used for those visitors not defined above (e.q. in-laws, auntsfuncles,

cousins, elc.).

The ADD DATE field refers 1o the date the visitor was added to the Visitor List. This is a six (6) character
field provided for the month, day and year [two (2} digits each)] of the date to be entered. If no date is
enlered the program will defaull to the current date or the date displayed in the upper Date field.

The MULT field is a single character field used to flag a visitor that has been approved to visit more than

one inmate. If a visitor is approved to visit more than one inmate a *Y* should be entered in this field,
otherwise, this field should be left blank.

The Visitor Screen allows eight (8) visitors to be entered at one time. When the visitor information is typed
and the [ENTER] key pressed an "UPDATE COMPLETE" message willappear atthe bollom of the screen
and the letter “U" will appear next to each visitor record created. H the message is not displayed and the
letter does not appear there will be an error message at the bottom of the screen. Read the error
message, make the necessary corrections and press the [ENTER] key.

If additional visitors need to be added, press the [ENTER] key to display a new page. A "READY FOR
UPDATE" message wilt appear at the bottom of the page.

pvo1 1 043433 MU/DD/YY HH.MM .55

1VSBOO VISITOR SCREEN PAGE 1
INMATE: 043433 NAME: HUMMINGBIRO, NORMA L. STATUS: A ACTIVE
LOCATION: 805 AZ CTR-WOMEN HOUSING: SOTH

DATE: 0G/01/88 TIME: 15:24 S R M
A TS A R ADD U
c TY VISITOR NAME AEC DOB SSH SECONDARY E DATE L
T G PE LAST,FIRST MIDDLE SUFFIX T X E MMDDYY 10 L MEDDYY T
A N R SNITH,JOHN P SR A M C 101040 5113245908 N 080187 _
T IO COLZS . A= AJL. A= REMOVE. §= SELECT. 1= VIC(7. X= cxI¥ VISITING -
TYPES: A= ATTORANEY, I=INTERARSLATION, M= MINO®, S= SPECIAL, R= VISITOR
SEC. ID. FIRST 2 CHARACTERS BU=RaMK CARD, M_= MILITARY, PP= PASSPORT,
§I= STATE ID, OR A VALID STATE CODE FOR DRIVER LIC.

READY FOR UPDATE
L
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ADC AIMS VISITATION USER MANUAL 05-01-93

DATA ENTRY - DV02 VISITOR DETAIL SCREEN

The Visitor Detail Screen provides a comprehensive record of regular adult visitors, attomeys, minors, and
emancipated minors/spouses. From this screen, new records can be entered, additional information can
be added or changes/corrections can be made o a record. Data entered on this screen will automatically
transfer to corresponding fields on the DVO1 and other visitation screens.

The Visitor Detail Screen can be directly accessed from the DT01 ('VS) Menu, DVO1 Visitor Screen and
the DV03 Visitor Name Search Screen. When accessing this screen from the Menu the operator must
know the VISITOR KEY. The VISITOR KEY is not necessary when accessing this screen from the DVO1
or DV03. The program wilt automatically generate the VISITOR KEY from these screens.

The bottom half of the Visitor Detail Screen is a combination of four (4) other visitation screen: the DV0§
Visitor Suspension Screen, the DV07 Visitor Comment Screen, the DVO8 Adult Visitor For Minors Screen
and the Approval Update Screen. The same funclions, regarding a single visitor, performed on these
screens can be performed on the DV02. Any data entered on the DV02 will update these screens and
any data entered on these screens will update the ovoea.

The Visitor Detail screen provides specific information about a visitor, the inmate being visited, any minors
grouped with the visitor, any suspensions, any comments concerning visits, approval dates and visitor
status.

DvoZ 1t R MM /DD/YY HH.MM.SS

1v5B002 VISITOR DETAIL SCREEN PAGE 1
VISITOR: TYPE: VISITING:

AKA-1: AKA-2:
STATUS: STAT DATE: __7__! SEXT _ FACE: _
DOB: _ /__/__ AGE: SN -_ - “SECONDARY™ 1D:
ADDRESS: TOTAL INMATES:” 0 TOTAL MINORS: O
CITY: 5T _ ZIP: TOTAL SUSPENSIONS: O
DATE ADDED: 77 APPROVEDT _/__/__ REMOVED: _/_!/
SUSPENSION TYPET __ “BEGIN DATE: _ /4 ERD OATE: __J/__/__

INMATE INFORMATION
THMATE NUMBER: TNMATE NAME: Loc:
STATUS FOR VISITOR _ STATUS DATE _ / [__ REL TO INMATE
DATE ADDED: __/_ /__ APPROVED: _/_ REWGVED:™__/_/_ GUR VISITING:
MINDR™ INFORMATION
MINDR NAME: DOB: AGE : SEX:
STATUS FOR VISITOR STATUS DATE REL TO VISITR
DATE ADDED: _ /_ !/ APPROVED: _ /! REMOVED: _ /_ /__ CUR VISITING:
- - COMMENTS
TYPE: _ DATE: __.__J_ COMMENT:
READY FOR UPDATE

ADULT VISITORS

Allvisitors {attorneys, emancipated minors/spouses, interrelation visitors, special visitors and regular aduit
visitors) with the exception of minors are considered adult visitors.
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There are seven (7) Transaction Types or types of activity associated with the DVO02 Visitor Detal Screen.

TYPE (Transaction)

display condensed visitor record

add visitor record

change visitor record

display full visitor record
add/change/delete a visitor suspension
add/change/delete a visitor comment
delete visitor record

OOk ON O

The VISITOR NAME field allows up to twenty five {25) typed characters. ln order for the program to make
the distinction between names the last name must be entered first, followed by a comma, the first name
space and then the middle initial. An exampie is provided below. A three character suffix (e.g. Sr., Jr,,
Hl, etc.) can follow the middle name or initial when appropriate.

The Visitor TYPE field does not require manual entry unless the visitor file is being created on the DV02.
The data for this field normally generates from the OVO01.

The VISITING field does not require manual entry. The data for this field is generated from the DVO1.

A *YES" or a "NO* will be displayed depending on the action taken on the DV01. This field indicates
whether or not a visitor is currently visiting with the inmate.

Two (2) fields are provided for entering a visitor's aliases. Each field allows thirty (30} typed characters:
AKA-1 and AKA-2. The AKA-1 field is most commonly used to enter the maiden name of a female visitor.

There are six (6) codes that can be used to designate visitor STATUS. When entering data only the code
needs to be entered. The program will display the code script atter the [ENTER] key is pressed.

ovo2 1 R MM/OD/YY HH. ML 5%

1V5B002 VISITOR DETAIL SCREEN PAGE %
VISITOR: SMITH,JOHN P SR TYPE: R REGULAR VISITING: NO

AKA-1: AKA-2:
STATUS: A STAT DATE: 09/01/87  SEX: M WALE RACE: C CAUCASIAN
DOB: 10/10/40 AGE: SSN: - - SECONDARY ID: SI13245908
ADDRESS: 3423 N. FOLGER DR. NW — TOTAL INMATES: 1 TOTAL MINORS: 2
CLTY: GLENDALE ST: AZ ZIP: B5431 TOTAL SUSPENSIONS: O
DATE ADDED: 0B/01/87 APPROVED: 08/01/87 REMOVED: _ /_ !
SUSPENSION TYPE: _ BEGIN DATE: _ /_j_ END DATE: _ /_ !
INMATE INFORMATION - -
TNMATE NUMBER: INMATE NAME: Loc:
STATUS FOR VISITOR _ STATUS DATE _ f_/__ REL TO INMATE
DATE ADDED: _/_/__ APPROVED: _/_ / REMOVED: __/_ f_ CUR VISITING:
MIHOR™TNTORMATION
MINOR NAKNE: DOB: AGE SEX:
STATUS FOR VISITOR STATUS DATE REL TO VISITR
DATE ADDED: _ _/  APPROVED: _ [ REMOVED: __/__ [/ __  CUR VISITING:
COMMENTS
TYPE: _ DATE: ¢ COMMINT:
REATY Ok UPDHTE
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ADC AIMS VISITATION USER MANUAL 05-01-83

STATUS (Visitor)

—

A approved S suspended
P pending review i inactive
D denied T termninated

The STAT DATE refers to the date on which the visitor's status was finalized. This field requires a six (6)
digit for month, day and year (two (2) digits each). 1f no date entry is made the program will default to
the current date displayed in the top right corner of the screen.

The selection parameter SEX has three (3) codes.

SEX (Visitor)

M  Male
F Female
U Unknown

The selection parameter RACE has eight (8) existing codes.

RACE (Visitor)

A Asian M  Mexican American
B Black N  Mexican National
C Caucasian © Other
{ Native American Indian U Unknown
bvo2 1 R MM/DD/YY HH.MM,SS
IVSBOO2 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,JOHN P SR TYPE: VISITING:
AKA-1: AKA-2:
STATUS: STAT DATE: __7__ |/ SEX: _ RACE: _
DOB: _ /__/__ AGE: SSN: _ -_ - “SECONDARY 1D:
ADDREZS: TOTAL INMATES:” O TOTAL MINORS: 0
CITY: 5T ZIP: TOTAL SUSPENSIONS: ¢
DATE ADDEDT __J__7__  APPROVEDT __/__/ REWOVED: _ /_
SUSPENSION TYPET __ “BEGIN DATE: _ /_ t+__ END DATE: __/_/__
INMATE INFORMATION
INMATE NUMBER: INMATE NAME : LOC:
STATUS FOR VISITOR _ STATUS DATE _ /_ /_ REL TO INMATE
DATE ADDED: __/_ /__ APPROVED: __/_ [/ REMOVED: __/__/__  CUR VISITING:
- MINORTINFORMATION
MEINOR NAME : poB: AGE: SEX:
STATUS FOR VISITOR STATUS DATE REL TO VISITR
DATE ADDED: __/__/__ APPROVED: __/_/ REMOVED: _ /_/__  CUR VISITING:
COMHENTS
TYPE: _ DATE: _ /_ f[__ COMMENT:
READY FOR UPDATL

The DOB (Date of Birth) field requires a six (6) digit entry. The date must include the month, day and year
of birth with two (2} digits assigned to each. ‘
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The SSN (Social Security Number} field is a nine {(9) character entry. Because the SSN is furnished
voluntarily, by the visitor, the SSN is not a mandatory entry,

Thirteen spaces are provided for entering a visitor's SECONDARY ID. Examples of secondary
identification are Driver License (prefixed by State initials}, State 1D {prefixed by the initials "SI}, Military
ID (ML), Passport (PP), VISA (VS), Immigration and Naturalization Service (IN), and Bank Card (CB). A
certificate of birth is required secondary ID for minors. The correct sequence for recording a certificate

of birth is as foliows: CB, the two initial birth State abbreviation, and the county where boin (e.g.
CBAZMARICOPA).

if a secondary ID has not been provided, the following secondary 1D may be used temporarily. State
abbreviation, AIMS Facility location code, the first four {4} leflers of the visitor's last name, and the initials
of the first and middle name. For a visitor named John P. Smith visiting an inmate at ASPC-F Central unit,
a temporary secondary |D wouid look as follows: AZAO1SMITJP,

Temporary/Substitute 1D should be replace with a valid Secondary |ID as soon as possible.

The street address, apariment number, space number or post office box for a visitor is entered in the
ADDRESS field.

The CITY, ST and ZIP fields are self explanatory and need no further explanation.

The TOTAL INMATES field displays the number of inmates the visitor had been approved to visit and the
TOTAL MINORS field is the number of minors the visitor has been grouped with. The TOTAL

SUSPENSIONS field indicates the number of suspensions impesed on a visitor. There are no dala entry
requirements for these fields. They are program generated.

OV02 1 A MM/DD/YY HH.MM.SS

1VSBOQ2 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,JOHN P SR TYPE: VISITING:

AKA-1: AKA- 21
STATUS: STAT GATE: _71_ [ SEXT _ RACET _
DOB: _ / _f_ AGE: SSN: ___ -~ “SECONDARY™ ID:
ADDRESS: . TOTAL INMATES:” 0 TOTAL MINORS: O
CITY: sT. __ Zip: TOTAL SUSPENSIONS: O
DATE ADDEDT _ 7/ APPROVED: __i_ i/ REMOVED: __/__/
SUSPENSION TYPET _~ TBEGIN DATE: _ j—/__ END DATE: __/__/

INWMATE INFORMATION -
INMATE NUMBER: INMATE NAME: LOGC
STATUS FOR VISITOR _ STATUS DATE _ 7 /_ REL TO INMATE
CATE ADDED: _ i _ ¢t __ APPROVED: __ REMOVED:™__/_ 4 CUR VISITING:
- MILGE INFORMATION -
MINOR NAME: DOB: AGE : SEX:
STATUS FOR VISITOR STATUS DATE REL TO VISITR
DATE ADDED: _ /__/__ APPROVED: _ :_ !/ REMOVED: _ /_/__ CUR VISITING:
- COUNENTS
TYPE: _ DATE: _ /__/__ COMMENT:
READY FOR UPDATE

The DATE ADDED, APPROVED and REMOVED fieids require date entnes. All visitation date entries

require the same six {6) digit entry format as previously described. If no date is entered in the DATE

ADDED or APPROVED fields the program vl default 1o the current date as displayed in the upper right
corner of the screen.
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ADC AIMS VISITATION USER MANUAL 05-01-93

If a visitor is placed on inactive or terminated status and no entry is made in the REMOVED field the
program will default to the current date. If a visitor s not placed on inactive or terminated status the
program will default to 00/00/00.

The visitor SUSPENSION TYPE field is used to enter the type of suspension imposed. There are fourteen
(14) SUSPENSION TYPE codes. When using a Transaction Type *1" it is possible to add one (1)
suspension when a visitor file is initially being created. Using a Transaction Type "2 will only allow the

oy

-

=y

i A

change of a suspension END DATE. Any other suspensions must be added using a Transaction Type

4" (see VISITOR DETAIL SCREEN (DV02) - VISITOR SUSPENSIONS, p. 38).

SUSPENSION TYPE

C1 contraband-1 S1  search refused-1
C2 contraband-2 S2 search refused-2
C3 contraband-3 S3 search refused-3
C4 contraband-4 S4 search refused-4
C5 contraband-5 ' S5 search refused-5
C6 contraband-6 56 search refused-6
] suspended T terminated

There are two (2) date fields for each suspension: the BEGIN DATE and the END DATE. An END DATE

of 99/99/99 indicates a permanent suspension has been imposed.

Ov02 1 R MM/DD/YY HH.MM.SS
1VSB002 VISITOR DETAIL SCREEN
VISITOR: SMITH,JOHN P SR TYPE: VISITING:
AKA-1: AKA-2:
STATUS: _ STAT DATE: __/_ |/ SEXT _ RACE: _
DOB: _ / "/__ AGE: SSN: _ - - “SECONDARY™ 1D:
ADDREZS: T TOTAL INMATES:™ 0 TOTAL MINDRS:
CITY: T __ ZIm TOTAL SUSPENSIONS:
DATE ADDETT~__7__7__ APPROVEDT _ /_ {__ REMOVED: __/_
SUSPERSION TYPET _— TBEGIN DATE: __j__s__ END DATE: __f__
INMATE INFORMATION
INMATE NUMBER: INMATE NAME : LOC:
STATUS FOR VISITOR _ STATUS DATE _ f_ /__ REL TO INMATE
DATE ADDED: _ /_/__ APPROVED: _ /_ 4 REMOVED: _ /_ /__  CUR VISITING:
- MINOR™ INFOAMATION
MINOR NAME: DoB: AGE : SEX:
STATUS FOR VISITOR STATUS DATE REL TC VISITR
DATE ADDED: _ /_ /__  APPROVED: _/_J REMOVED: __/_ /__  CUR VISITING:
COMUENTS
TYPE: _ DATE: _ J_ /__ COMMENT:

RcADY FOR UPDATE

27



ADC AIMS VISITATION USER MANUAL 05-01-93

ADULT VISITOR TO ADDITIONAL LISTS

A Transaction Type “1" can be used to initially add an adult visitor o an Inmate Visitor List from the DVo2.
Type the inmate’s six (6) digit ADC Number in the INMATE NUMBER field and press the [ENTER] key.
The cursor wilt bypass the INMATE NAME and LOC fields. Information in these fields will be program
generated. Press the [ENTER] key and the visitor will appear on the inmate’s Visitor List.

To add an adult visitor to additional inmates Visitor Lists use a Transaction Type "2* and oversirike the
existing inmates ADC Number with the new Inmate Number and press the [ENTER] key. This will clear
the screen so new inmate information can be added. Tab down to the STATUS FOR VISITOR field and
begin adding the appropriate information.

NOTE: !n the event an incorrect ADC Number was entered, overstrike the first two (2} digits in the number
with a "#" sign, press the [ENTER] key and the screen will reappear displaying alt *#" signs in the
INMATE NUMBER field. Press the [ENTER] key one more time. wait for the screen to clear and enter
the correct ADC Number. DO NOT USE THIS METHOD TO REMOVE A VISITOR FROM A VISITOR
LIST. This procedure is to be used 1o correct data_entry errors only.

There are six (6} codes that can be used to designate STATUS FOR VISITOR. This field denoles the
authorization for a visitor to visit an inmate. When entering data only the code needs to be entered. The
program will display the code script after the [ENTER] key is pressed.

STATUS FOR VISITOR

A approved S suspended
P pending review i inactive
D denied T terminated

The STATUS DATE refers to the date on which the visitor's status was finalized A six (6) digit entry is
required for month. day and year (two (2) digits each). If no date entry is made the program will defaull
to the current date displayed in the top right corner of the screen.

The REL TO INMATE field is a single space field used for entering the relationship of the visitor to the
inmate.

REL TO INMATE

C childistepchild F family {all siblings)
P parent/stepparent R other relationship
G grandparent N na refationship

S spouse

NOTE: *Other relationshiz” 1s 1o be used for tnose wisitors not defined above (e.q in-laws aunis/uncles,
cousing. etc.).

The DATE ADDED. APPROVED and REMOVED iields require datle enines. Al visitalion date entries
require the same six (6} digit entry format as prewviously descrbed  If ng date 15 entered in the DATE
ADDED or APPROVED fields the program wiil defauli to the current dale as displayed i the upper right
corner of the screen.
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ADC AIMS VISITATION USER MANUAL 05-01-93

If a visitor is placed on inactive or terminaled status and no entry is made in the REMOVED field the
program will default to the current date. If a visitor is not placed on inactive or terminated status the
program will default to 00/00/00.

The CUR VISITING field does not require manual entry. The data for this field is generated from the
OVO1. A "YES® or a "NO* will be displayed depending on the action taken on the DVO1. This field
indicates whether or nol a visitor is currently visiting an inmate.

VG2 t R MM/DD/YY HH.MM.SS
IVSBOO2 vISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,JOHN P SR TYPE: VISITING:
AKA-1: AKA-2:
STATUS: _ STAT DATE: _J__/ SEXT _ RACE: _
poB:  /__[__ AGE: SSN: _ - " “SECONDARY ID:
ADDRESS: “— TOTAL INMATES:” U TOTAL MINORS: 0O
CITY: 5T ZIP: TOTAL SUSPENSIONS: 0O
DATE ADDEDT _7__7_. APPROVEDT __/_ /__ REWOVED: __/_/
SUSPENSION TYPET __ TBETTN DATE: _ (4 ENO DFTE: __/_/__
INMATE INFORMATION
INMATE NUMBER: INMATE NAME Loc:
STATUS FOR VISITOR _ STATUS DATE __/__f__ REL TO INMATE
DATE ADDED: __/_ /__ APPROVED: [ [/ REMDVED:"__/_ /__  CUR VISITING:
MINDR™INFORMATION
MINOR NAME: DoB: AGE : SEX:
STATUS FOR VISITOR STATUS DATE REL TO VISITR
DATE ADDED: _ /__f__ APPROVED: _ /_/ REMOVED: _ f_ /__ GCUR VISITING:
TOMIENTS
TYPE: _ DATE: _ /__/__ COMMENT:
T READY FOR UPDATE

No additions, changes or corrections can be made to the MINOR INFORMATION section on an Adult
Visitors Detail Screen. Information on a minor entered on the DVO1 Visitor Screen and/or the DV02 Minor
Visitors Detail Screen is displayed on this screen. The information displayed about a minor is as follows:

Name Relation to Visitor

Date of Birth Date Added to the List

Age Date Approved

Sex Date Removed from the List
Status For Visitor Currently Visiting

Status Date

ENTERING COMMENTS

A Transaction Type “1" can be used to add a "Comment” to a visitor record on the DVO2 as it is being
mitially create¢  Any other "Comments” must be entered cn the Comment Screen using a Transaclion
Type "5* (SEE VISITOR DETAIL SCREEN (DV02) - VISITOR COMMENTS, p. 40).

NOTE: The comment date and type cannot be change using a Transaction Type "2"
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There are ten (6) COMMENT TYPE codes.

TYPE ({Commaent)

arrest
contraband
denied
informatian
pending review

o OO0 >

R inmate refused
S search information
T terminaled

V  vehicle information
W  warning

The DATE field requires the standard six (6) digit entry. The date entered is the effective date of the
comment {e.g. If an incident occurred during a visit on a Salurday use Saturday’s date for the comment).

Three lines are available on the screen for typing the comment. All comments should be concluded with
the computerized Stafl 1.0. and the Location Code (e.g. XYZ4/B05) of the staff member making the

comment.

Once the visilor information is typed and the [ENTER] key pressed an "UPDATE COMPLETE" message
will appear at the bottom of the screen. if the message is not displayed there will be an error message
at the bottom of the screen: read the error message, make the necessary corrections and press the

[ENTER] key.

pvoZ 1 R MN/DD/YY HH.MM.SS
1VSB002 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,JOHN P SR TYPE: VISITING:
AKA-1: AKA-2:
STATUS: _ STAT DAYE: __/__J SEXT RACE. _
pos: I__{__ AGE: SSN: __ - - TSECONDARY 1D:
ADDRESS: T TOTAL INMATES:™ 0 TOVAL MINORS: O
cITY: ST 21P:

DATE ADOED: f__1

IRMATE NUMBER:

MINOR NAME:
STATUS FOR VISITOR

TYPE:

SUSPENSION TYPET __

STATUS FOR VISITOR _
DATE ADDED: _ /_ {__

DATE ADDED: _ /__ !

_ TOTAL SUSPENSIONS: 0O
APPROVED: __/_ / REWGVED: __/__
“EBEGIN DATE: _ /__/__ END DATE: _ /__/__ -
INMATE INFORMATION
INMATE NAME: LOC:
STATUS DATE _ [ _/__ REL TO INMATE
APPROVED: i REMOVED: ™ __/_ ! CUR VTISITING:
WKINORTTNFORMAT 10H -
DOB: AGE : SEX:
STATUS DATE REL TO VISITA
LPPROVED: i REMOVED: _ /[ CuUR VISITING:
" TOMMENTS
DATE: __/_ «__ COMMENT:

RZADY FOR UPDATE
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ADC AIMS VISITATION USER MANUAL 05-01-93

MINOR VISITORS

The Minor Detail Screen provides a record of minors that visit inmates. From this screen, new records
can be entered, additional information can be added or changes/corrections can be made to a minor's
file. Data entered on this screen automatically transfer to corresponding fields on the DVO1 and other
visitation screens.

The Minor Detail Screen can be accessed from the DT01 (IVS) Menu, DV01 Visitor Screen and the DV03
Visitor Name Search Screen. When accessing this screen from the Menu the operator must know the
VISITOR KEY. The VISITOR KEY is not necessary when accessing this screen from the DVO1 or DV03,
The program will automatically generate the ViSITOR KEY from these screens.

The Minor Detail Screen provides specific information about a minor: the inmate being visited, any other
minors grouped with the visitor, any suspensions, any comments concerning visits, approval dales and
visitor status.

ovVe2 1 M MM/DD/YY HH.MM.SS
1VSB0O02 VvISITOR DETAIL SCREEN PAGE 1

VISITOR: SMITH,MARY TYPE: VISITING:
AKA-1: AKA-2:

STATUS: T~ SYAT DATE: 7/ SEXT _ RACE: _

DOB: _ /_"f__ AGE: SSN: - * "SECONDARY™ 1D:

ADDRESS: TOTAL INMATES:™ O TOTAL MINORS: ¢

CITY: a1 1P TOTAL SUSPENSIONS: ©

DATE ADDEDT 7 7
SUSPENSION TYPET

APPROVEDT _ /_ / REWOVED: _ /__

!
— TBEGIN DATE: __/__/_ END DATE: _ /_ |/
INMATE INFORMATION

INMATE NUMBER:
STATUS FOR VISI _
DATE ADDED: __/_ /__
ADULY 1D:

ADULT NAME:

INMATE NAME:
STATUS DATE !

APPROVED: I REMGVED
A

DUCT™ INFORMATION
DOB:

Loc:

{__ REL TO INMATE

:™__/__i__  CUR VISITING:
AGE: SEX:

STATUS FOR MINOR _

STAT DATE __/_ /_ _ REL TO ADULT
DATE ADDED: _ /_ 7

APPROVED: _ /_ { REMOVED: _ /_/_
TOMBENTS
TYPE: _ DATE: _ /_ /__ COMMENT;:

CUR VISITING:

READY FOR UPDATE

There are eight (8) Transaction Types or types of activity associated with the DV02 Minor Detail Screen.

TYPE (Transaction)

display condensed visitor record

add visitor record

change visilor record

display full visitor record

add/change/delete a visitor suspension
add/change/delete a visitor comment
add/change/detete adull info from minor record
delete visitor record

BWRN =0

W o~
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The VISITOR name field allows thirty (30) type characters to be entered. |n order forthe program to make
the distinction between names, the last name must be typed first followed by a comma, the first name and
the middie name or initial. A three {3) character sutfix {e.g. Sr., Ji., Il etc,) can be entered following the
middle name. An example displaying the correct entry format is provided above.

The Visitor TYPE field does not require manual entry unless the minor's file is being created from the
DV02. The data for this field is normally generated from the DVO1.

The VISITING field does not require manual entry. The data for this field is generated from the DVO01.
A "YES" or a "NO" will be displayed depending on the action taken on the DV01. This field indicates
whether or not a minor is currently visiting with the inmate in the designated visitation area.

Two (2) fields are provided for entering a minor's aliases. Each field allows thirty (30) typed characters:

AKA-1 and AKA-2. The AKA-1 field is most commonly used to enter the maiden name of a emancipated
female spouse.

There are six (6) codes that can be used to designate STATUS. They are identical to the vistor STATUS
codes previously mentioned excluding the code for “all*. When entering data only the code needs 1o be
entered. The program wilt display the code script after the [ENTER] key is pressed.

ovo2Z 1 M MK/ DD/YY HH.MM.SS
1VSB0G?2 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,MARY TYPE: VISITING:
AKA-1: AKA-2:
STATUS: _ STAY OATE: _[_ |/ SEXT _ RACET _
D0B: _ /__J/__ AGE: SSN: _ - - “SECONDARY™ ID:
ADDRESS: TOTAL INMATES: U TOTAL MINORS: O
CITY: T, __ 1P TOTAL SUSPENSIONS: O
DATE ADDEDT 77 APPROVEDT __/_ /__ WEWOVED: _ /__/
SUSPENSION TYPET __ “BeGIN DATE: _ /__/__ END DATE: _ f_ f{__
INMATE INFORMATION
INMATE NUMBER: INMATE NAME: Loc:
STATUS FOR VISITOR _ STATUS DATE _/ /__ REL TO INMATE
DATE ADDED: __/_ /_— APPROVED: _/ [/ REMOVED: __/_ /_ CUR VISITING:
ADULT 1D: ADULT™ INFORMATION
ADULT NAME: DoB: AGE SEX:
STATUS FOR MINOR _ STAT DATE __/_ / _ HREL TO ADULT
DATE ADDED: __/_ 7__ APPROVED: _ [_/ REWOVED: _ /_ J/_ CUR VISITING:
COMMENTS
TYPE: _ DATE: _ 7 _/_  COMMENT:
rReADY rOn UPDATE
STATUS (Visitor)
A  approved S suspended
P pending review i inactve
D denied T terminaled

The STAT DATE refers lo the dale or wiich the minor's status was finalized A six (6} digit entry is
required for month, day and year (two (2) digits each}. If no date entry is made the program wil default
to the current dale displayed in the top right corner of the screen.
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ADC AIMS VISITATION USER MANUAL 05-01-93

The selection parameter SEX has three (3) codes.

SEX  (Visitor, Minor)

M  Male
F Female
U Unkhown

The selection parameter RACE has eigh! (B) existing codes.

RACE (Visitor, Minor)

A Asian M Mexican American
B Black N Mexican National
C Caucasian O Other
! Native American Indian U Unknown
DvV02 1 M MM/DD/YY HH,MM.SS

IV5B0Q2 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH, TYPE: VISITING:

AKA- §: AKA-2:
STATUS: STAT DATE: __7__/ SEXT _ RACE: _
DOB: _ /_"/__ AGE: SSN: __ -_ “SECONDARY™ ID:
ADDREZS: T TOTAL INMATES:” 0 TOTAL MINORS: ¢
CITY: 5T __ LIF: TOTAL SUSPENSIONS: O
DATE ADDEDT 7 7 APPROVED: __/__/ REWOVED: _ [/
SUSPENSION TYPET “BEGIN DATE: _ /__f_ END DATE: __/__/__

INMATE INFORMATION
INMATE NUMBER: INMATE NAME: LOC:
STATUS FOR VISITOR _ STATUS DATE _ / /__ REL TO INMATE
DATE ADDED: __/_ /__ APPROVED: _/_/ REMOVED:™__/__/__ CUR VISITING:
ADULT ID: ADULT™ INFORMATION
ADULT NAME: — Do : AGE: SEX:
STATUS FOR MINOR _ STAT DATE __/_ [ __ REL TO ADULT
DATE ADDED: _ /_ 7__ APPROVED: _ /! 1/ REWMOVED: _ /_ /__ CUR VISITING:
COMMENTS
TYPE: _ DATE: _ f__ /__ COMMENT:
READY FOR UPDATE

The DOB (Date of Birth) field requires a six (6) digit entry. The date mus! include the month, day and year
of birth with two (2) digits assigned to each. The AGE is program generated based on the DOB entry.

The SSN (Social Security Number) field is a nine (9) characler entry. Because the SSN is furnished
voluntarily, by the visitor, the SSN is not a mandatory entry.

Thiteen spaces are provided for entering a minor's SECONDARY |D. Examples of a secondary
identification are Driver License (prefixed by State initials), State |D (prefixed by the initials “SI*), Military
ID (L), Passport (PP), VISA (VS), Immigration and Naturalization Setvice (IN), and Bank Card (CB). A
cedificate of birth is required secondary ID for minors, The correct sequence for recording a certificate
of binh is as follows: CB, the two initial birth State abbreviation, and the county where born (e.g.
CBAZMARICOPA), !
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If a secondary 1D has not been provided, the foliowing temporary secondary 1D may be used: Stale
abbreviation, AIMS Facility location code the first four (4} iefiers of the visitor's last name, and the initials
of the first and middie name. For a minor named John P, Smith Jr, visiting an inmate at ASPC-F Central
unit, a temporary secondary iD would lock as foliows: AZADISMITJP,

Temporary/Substitute 1D should be replace with a valid Secondary ID as soon as possible,

The street address, appartment number, space number or post office box for a visitor is entered in the
ADDRESS field.

The CITY, ST and ZIP fields are sel{ explanatory and need no further explanation.

The TOTAL INMATES field displays the number of inmates the minor has been approved to visit and the
ADULTS field is the number of adult visitors the minor has been grouped with. The TOTAL
SUSPENSIONS field indicates the number of suspensions imposed on a2 minor. There are no data entry
requirements for these fields. They are calculated by the program.

Dvo2 1 M MM/DO/YY HH.MM.SS

1vSB002 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SMITH,MARY TYPE: VISITING:

AKA-1: AKA-Z:
STATUS: _ STAT DATE: 7 _ ¢ SEX. _ RACr
00B: _ f__/__ AGE: SSN: -~ “SECONDARY ID:
ADDRESS: T TOTAL INMATES:” © TOTAL MINORS: 0O
CITY: ) N3 TOTAL SUSPENSIONS: 0O
DATE ADDEDT __J__J__ APPROVED: __/__J REWOVED: _ /__|
SUSPENSION TYPET __ “BEGIN DATE: _ /__/__ END DATE: _/_f__

INMATE INFORMATION
INMATE NUMBER: INMATE NAME ! L0G:
STATUS FOR VISITOR _ STATUS DATE _ /_/_ REL TO INMATE
DATE ADDED: _ /_ /__ APPROVED: _/_{ REMOVEG:™_ /__/_ CUR VISITING:
ADULT 1D: ADULT™ INFORMATION
ADULT NAME: — DOB: AGE : SEX:
STATUS FOR MINOR _ STAT DATE __/__/ _ REL TO ADULT
DATE ADDED: __/_ 7 APPROVED: __/_ |/ REMOVED: _ /_/_ CUR VISITING:
_ COMMENTS
TYPE: _ DATE: __/__/__ COMMENT:
READY FOR UPDATE

The DATE ADDED. APPROVED and REMOVED fields require date entries. All visitation date entries

require the same six {6) digit entry format as previously described. If no date is entered in the DATE

ADDED or APPROVED fields the program will default 1o the current date as displayed in the upper right
corner of the screen.

If a minor is placed on inactive or terminated status and no entry is made in the REMOVED field the

program will default to the currenl date. If a minor 15 not placed on inactive or terminated status the
program wilt defau't to 00/00/00

The SUSPENSION TYPE field is used 1o enter the type of suspension imposed. There are fourteeen (14)
SUSPENSION TYPE codes. When using a Transaction Type "1" it is possible to add one (1) suspension
1o a minor's file when it is initially being created. Using a Transaction Type "2" wili only aliow the change
of a suspension END DATE. Any other suspensions mus! be added using a Transaction Type "4" (see
DVO2 VISITOR DETAIL SCREEN - VISITOR SUSPENSIONS, p. 38).
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SUSPENSION TYPE

C1 contraband-1 S1  search refused-1
C2 contraband-2 52 search refused-2
C3 contraband-3 S3 search refused-3
C4 contraband-4 54  search refused-4
C5 contraband-5 85 search refused-5
Cé contraband-6 S6 search refused-6
S suspended T terminated

There are two (2) date fields for each suspension: the BEGIN DATE and the END DATE. An END DATE
of 99/89/99 indicates a permanent suspension has been imposed.

ADDITION OF MINOR'S TO THE VISIT LIST

A Transaction Type “1" can be used to initially add a minor to a Visitor List. Type the inmate’s six (6) digit
ADC Number in the INMATE NUMBER field and press the [ENTER] key. The cursor will bypass the
INMATE NAME, LOC, STATUS FOR VISITOR,STATUS DATE AND REL TO INMATE fields. Informalion in
these fields will be program generated. Press the [ENTER] key and the minor will appear on the inmate’s
Visitor List.

Dvo2 1 M MM/DD/YY HH.MM.SS
IVSBOO2 VISITOR DETAIL SCREEN PAGE 1
VISITOR: SWMITH,MARY TYPE: VISITING:
AKA-1: AKA-2:
STATUS: STAT DATE: __J_ |/ SEX: _ RACE: _
DOB: _ /_"/_ AGE: SSN: _ - * “SECONDARY ID:
ADDRESS: T TOTAL INMATES:™ 0 TOTAL MINORS: 0
CITY: 5T: __ ZIP: TOTAL SUSPENSIONS: 0
DATE ADDED: _ /7 APPROVEDT _ _/_ / REMOVED: _ /__/
SUSPENSION TYPET “BEGIN DATE: _ j_ /__ END DAYE: __/_ /__
INMATE INFORMATION
INMATE NUMBER: INMATE NAME: LOC:
STATUS FOR VISITOR _ STATUS DATE _ /_/__ REL TO INMATE
DATE ADDED: __/__/__ APPROVED: t | REMOVED: ™ __/__/__  CUR VISITING:
ADULT ID: ADULT™ INFORMATION
ADULT NAME: — DOB: AGE SEX:
STATUS FOR MINOR _ STAT DATE __/_/__ REL TO ADULT  _
DATE ADDED: _ /7 APPROVED: __/_ |/ REMOVED: __/__/__  CUR VISITING:
COMBMENTS
TYPE: _ DATE: __f__f__ COMMENT:

READY FOR UPDATE

The DATE ADDED, APPROVED and REMOVED fields require date entries. All visitation date entries
require the same six (6) digit entry format as previously described. If no date is entered in the DATE
ADDED or APPROVED fields the program will defaull to the current date as displayed in the upper right
corner of the screen.

If a visitor is ptaced on inactive or terminated status and no entry is made in the REMOVED field the
program will defauit to the current date. if a visitor is_not placed on inactive or terminated status the
program will default to 00/00/00. .
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The CUR VISITING field does not require manual entry. The data for this field is generaled from the
DVO1. A 'YES® or a “NO" will be displayed depending on the action taken on the DVO1. This field
indicates whether or not a minor is currently visiting an inmate in a designated visitation area.

A Transaction Type "1* can be used to initially add information reguarding one (1} adult visitor to the
ADULT INFORMATION section of the Minor Detait Screen. Any other adults to be added/changed/deleted
must be done using the Minor Detail *sub” Screen {see DV02 MINOR DETAIL SCREEN - ADULT

INFOAMATION, p. 42). A Transaction Type "2“ allows changes to be made lo already existing information
about an adult displayed on the Minor Detail Screen.

To add an adult visitor to the Minor Detail Screen type the twelve {12) character VISITOR KEY in the
ADULT ID field. Ne manual entries can be made in the ADULT NAME, DOB, AGE and SEX fields. Any
changes to these fields will have to be made on the respective Adult Visitor Detaif Screen.

There are six (6} codes that can be used to designate STATUS FOR MINGR. This field denoles the
authorization for a visitor to visit an inmate. When entering data only the code needs to be entered. The
program will display the code script after the {ENTER] key is pressed.

STATUS FOR MINOR

A approved S suspended
P pending review 1 naclive
D denied T terminated

The STATUS DATE refers lo the date on which the minor's slatus was finalized A six (6) digit entry is

required for month, day and year (two (2) digits each). If no date entry is made the program will default
to the current date displayed in the top right corner of the screen.

DvD2 T M MM/DD/YY HH.MK,SS
1VSB0O2 VISITOR DETAIL SGREEN PAGE 1
VISITOR: SMITH, MARY TYPE: VISITING:
AKA-1: AKA-2:
STATUS: STAT DATE: __/_ /. SEX: _ RACE: _
00B: _ f__i__ AGE: ssM: - - SECONDARY 1D:
ADDRESS:™_ TOTAL INMATES: 0 TOTAL MINORS: ©
CITY: ST, __ ZIF. TOTAL SUSPENSIONS: O
DATE ADDED: __ ;7 __ APPROVEDT __/_ ! REMOVED: __t_ |
SUSPENSION TYPET __ BeGIN DATE: _ /__/_ END DATE: __/_ [__
INMATE TNFORMATION
INMATE NUMBER: INMATE NAME : LOC:
STATUS FOR VISITOR _ STATUS DATE _ [ /__ REL TO INMATE
DATE ADDED: _ _ /__ APPAOVED: _ /. REWOVED: __/_/_ CUR VISITING:
ADULT 1D: ADULT™ INFORMATION
ADULT NAME: DOB: AGE: SEX:
STATUS FOR MINOR _ STAT DATE _ /[ REL TO ADULT
DATE ADDED: _ /_7_  APPAOVED: __/_ ! AEMOVED: _ /_ /__ CUR VISITING:
COMMENTS
TYPE: _ DATE: __ 7 ___ COMMENT:
READY FOR UPDATE

The DATE ADDED. APPROVED and REMOVED fields require date entries. All visitation dale entries
require the same six (6) digil entry format as previously described. 1f no date i1s entered in the DATE

ADDED or APPROVED fields the program wili default to the current date as displayed in the upper right
corner of the screen.
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It a visitor is placed on inactive or terminated status and no entry is made in the REMOVED field the
program will default to the current date. if a visitor is_not placed on inactive or terminated status the
program wilt defauit to 00/00/00. '

The CUR VISITING field does not require manual entry. The data for this field is generated from the
DVO1. A "YES" or a "NO* will be displayed depending on the action taken on the DV01. This field
indicates whether or not a minor is currently visiting an inmate in a designated visitation area.

ADDING MINOR'S TO MORE THAN ONE LIST

When adding a minor to additional Inmate Visitor Lists use a Transaclion Type "2° and overstrike the
existing inmates ADC Number with the new Inmate Number and press the [ENTER] key. This will clear
the screen so new inmate information can be added. Tab down to the STATUS FOR MINOR field and
begin adding the appropriate information.

NOTE: Inthe event an incorrect ADC Number was enlered, overstrike the first two (2) digits in the number
with a “#" sign, press the [ENTER] key and the screen will reappear displaying all "#* signs _in the
INMATE NUMBER field, Press the [ENTER] key one more time, wait for the screen to clear and enter
the correct ADC Number. DO NOT USE THIS METHOD TO REMQVE A MINOR FROM A VISITOR LIST.
This procedure is to be used to correct data enlry errors only.

There are six {6) codes that can be used lo designate STATUS FOR MINOR. This field denotes the
authorization for a visitor to visit an inmate. When entering data only the code needs to be entered. The
program will display the code script after the {ENTER] key is pressed.

STATUS FOR MINOR

A approved S suspended
P pending review ! inactive
D denied T temminated

The STATUS DATE refers to the date on which the minor's status was finalized A six (6) digit entry is
required for month, day and year (two (2) digits each). !f no date entry is made the program wili default
to the current date displayed in the top right corner of the screen.

The REL TO INMATE field is a single space field used for entering the relationship of the minor to the
inmate.

REL TO INMATE

C child/stepchild F family (all siblings)
P parent/stepparent R other relationship
G grandparent N  no relationship

S spouse

NOTE: "Other relationship” is to be used for those minors not defined above {e.g. in-laws, aunts/uncles.

cousins. etc.).
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The REL TO ADULT field is a single space field used for entering the relationship of the minor to the adult

the minor is groeuped with.

REL TO ADULT

C  child/stepchild F family {all siblings)
P  parent/stepparent R other relatienship
G grandparent N no relationship

S spouse

NOTE: "Other relationship” is to be used for those minors not defined above (e.q. in-laws, aunts/uncles,

cousins, etc.).

The DATE ADDED, APPROVED and REMOVED fields require date entries. All visitation date entries
require the same six (6) digit entry format as previously described. !f no date is entered in the DATE
ADDED or APPROVED fields the program will default 1o the current date as displayed in the upper right

corner of the screen.

If a visitor is placed on inactive or terminated status and no entry is made in the REMOVED field the
program will default to the current date. U a visitor is hot placed on inactive or terminated status the

program will defaull to 00/00/00,

The CUR VISITING field does not require manual entry. The data for this field is generated from the

DvVo1. A "YES" or a "NO" will be displayed depending on the action taken on the DVO1i. This field
indicates whether or not a minor is currently visiting an inmate in a designated visitation area.

Ovo2 1 M MM/DD/YY HH.MM.5S
Iv58002 VISITOR DETAIL SCREEN PAGE
VISITOR: SMITH, MARY TYPE: YISITING;
AKA-1: AKA-2:
STATUS: _ STAT DATE: __T__! SEX:T _ RACET _
DOB: _ /_"/__ AGE: SSM: _ - - TSECONDARY™ ID:
ADDRESS: T TOTAL INMATES:” 0 TOTAL MINORS:
CITY: ST: __ ZIF: TOTAL SUSPENSIONS:
DATE ADOEDT 77 AFPROVEDT __/_ / REWOVED: __ /_ ¢
SUSPENSION TYPET TBEGIN DATE: __ /4 END DATE: _/_ ¢
INMATE INFORMATION
INMATE NUMBER: INMATE NAME: LOC:
STATUS FOR VISITOR _ STATUS DATE _ ¢ /_ REL TO INMATE
DATE ADDED: _ /_ /__ APPROVED: ., ., RIWGVED: _ ¢ /_ CUR VISITING:
ADULT ID: AQULT™ {RFORMATION
ADULT NAHME: Dos: AGE SEX:
STATUS FOS8 MINOR _ STAT DATE __/ 7 REL TO ADULT
DATE ADDED: _ ! . APPROVED: __; /" RENMOVED: _ /_ 4/ __  CUR VISITING:
- COMBENTS
TYPE: _ DATE: __/__!__ COMMENT:

RtADY FOR UPDATE
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ENTERING VISIT COMMENTS

A Transaction Type "1" can be used to initially add a "Comment" to to & newly created visitor record on
the DV02. Any other "“Comments® must be entered on the Comment Screen of the visitor detail record
(see DVO2 VISITOR DETAIL SCREEN - VISITOR COMMENTS, p. 40).

NOTE: The comment date and type cannot be change using a Transaction Type *2".

There are ten (6) COMMENT TYPE codes.

TYPE (Comment)

A arrest R inmate refused

C contraband S search information
D denied T terminated

i information V  vehicle information
P pending review W warning

The DATE field entry is the standard six {6) digit entry. The date entered is the effective date of the
comment (e.g. If an incident ocurred during a visit on a Saturday use Saturday’s date tor the comment).

Three lines are available on the screen for typing the comment. All comments should be concluded with
the computerized Staft 1.D. of the staff member making the comment and the Location Code (e.g.
XYZ4/B05).

Once the visitor information is typed and the [ENTER] key pressed an "UPDATE COMPLETE" message
will appear at the bottom of the screen. If the message is not displayed there will be an error message

at the bottom of the screen. Read the error message, make lhe necessary corrections and press the
[ENTER] key.

DATA ENTRY - DV06 VISITOR SUSPENSIONS SCREEN

The DVO06 Visitor Suspensions Screen allows suspensions to be recorded on any visitor TYPE records.
To Display this screen from the MENU (DT01 0 IVS), enter a Transaction Type "0" in the TYPE field, the
VISITOR TYPE CODE in the (TYPE) field, the VISITOR KEY in the (VISITOR KEY) field and press the
[ENTER] key.

The DVO6 Visitor Suspensions Screen program is designed to allow this screen to be displayed as a "SUB"
screen of the DV02 Visitor Detail Screen. To display this screen as a "SUB" screen of the DV02 select the
DVO2 screen on the MENU and enter a Transaction Type "4" in the TYPE field, the VISITOR TYPE CODE
in the (TYPE) field, the VISITOR KEY in the (VISITOR KEY) field and press the [ENTER] key.

To display the DV06 Visitor Suspensions Screen or the Suspensions Screen as a sub-screen of the DVO2,
from any screen in AIMS, type DV06 2 R VISITOR KEY or DV02 4 R VISITOR KEY on the screens
Transaction Reguesl Line, respectively.

If the VISITOR KEY is not known, it can be found using the DV01 Visitor Screen or the DVO3 Name Search
Screen. Type an "S” (for select) in the ACT field next 1o the visitor's name and press [ENTER}. The DV02
Visitor Detail Screen will be dispiayed. Type the Transaction Type "4" over the existing Transaction Type,
press [ENTER] and the Suspensions Screen will be displayed.

39



ADC AIMS VISITATION USER MANUAL 05-01-93

When the Suspension section of the DVO2 Visitor Detail Screen appears the VISITOR and TYPE fields wil
be automatically generated by the program. A *YES"or "NO" will aiso be displayed in the VISITING field,
indicating whether or not the visitor is currently visiting an inmate. Before a suspension can be added,
changed or deleted a single character ACTION CODE must be type in the ACT field. The codes are as

follows:

ACTION

A add a suspension

C change an existing suspension
D delete an existing suspension

OVO6 2 R (VISITOR KEY) MM/DD/YY HH,MM.S5S
IVSBOO06 VISITOR DETAIL SCREEN PAGE §
VISITOR: TYPE: VISITING:
SUSPENSIONS
ACTION:
_ SUSPENSION TYPE: _ BEGIN DATE: __/__ ENC DATE: __/_ /__
_ SUSPENSION TYPE: __ BEGIN DATE: __/__ END DATE: __{__[__
_ SUSPENSION TYPE: __ BEGIN DATE: __f END DATE: __f__t__
_ SUSPENSION TYPE: __ BEGIN DATE: _ ¢/ END DATE: __/__/__
_ SUSPENSION TYPE: __ BEGIN DATE: __/J END DATE: _/__/__
_  SUSPENSION TYPE: __ BEGIN DATE: _/ END DATE: __/__1__
_ SUSPENSION TYPE: __ BEGIN DATE: __/ END DATE: _ /_ /__
_ SUSPENSION TYPE: __ BEGIN DATE; __!/ END DATE: __/_[__
READY FOR UPDATE
DV02 4 R (VISITOR KEY) MW/DD/YY HH. MM, 5SS
IVSBOO6 VISITOR DETAIL SCREEN PAGE 1
VISITOR: TYPE: VISITING:
SUSPENSIONS
ACTION:
_ SUSPENSION TYPE: __ BEGIN DATE: _ ERD DATE: _ i _ /__
_ SUSPENSJON TYPE: __ BEGIN DATE: __/ END DATED _/_ /__
_ SUSPENSION TYPE: __ BEGIN DATE: _ END DATE: _ f_ /__
_ SUSPENSION TYPE: __ BEGIM DATE: _ ENG DATE: __/_ [ __
_ SUSPENSION TYPE: __ BEGIN DATE: _ ! END DATE: __/__/__
_ SUSPENSION TYPE; _ BEGIN DATE: __J END BATE: _/__7__
_ SUSPENSION TYSE: BEGIL DATE: €N ODATE: .
_ SUSPERSION TYPE: BEGIH DATE: END ODATE: _ v/
RIADY FOR UPDATE
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There are fourteen {14) SUSPENSION TYPE codes.

SUSPENSION TYPE

C1  contraband-t S1  search refused-1
C2 contraband-2 S2  search refused-2
C3 contraband-3 83 search refused-3
C4 contraband-4 S4 search refused-4
C5 contraband-5 S5  search refused-5
C6 contraband-6 S6 search refused-6
S  suspended T terminated

There are two (2) date fields for each suspension: the BEGIN DATE and the END DATE. An END DATE
of 99/99/99 indicates a permanent suspension has been imposed. Eight (8) suspensions can be added
at one time.

Once the visitor suspension is typed and the [ENTER] key pressed an "UPDATE COMPLETE" message
will appear at the bottom of the screen. If the message is not displayed there will be an error message

at the bottom of the screen. Read the error message, make the necessary corrections and press the
[ENTER] key.

DATA ENTRY - DV07 VISITOR COMMENTS SCREEN

The DVO7 Visitor Comments Screen allows comments about a visit to be recorded on any of the visitor
TYPES. To Display this screen from the MENU (DT01 0 IVS), enter a Transaction Type "0 in the TYPE
field, the VISITOR TYPE CODE in the {TYPE) field, the VISITOR KEY in the (VISITOR KEY) field and
press the [ENTER] key.

The DVO7 Visitor Comments Screen program is designed to allow this screen to be displayed as a sub-.
screen of the DVO?2 Visitor Detail Screen. To display this screen as a sub-screen of the DV02 select the
DVO2 screen on the MENU and enter a Transaction Type "5" in the TYPE field, the VISITOR TYPE CODE
in the (TYPE) field, the VISITOR KEY in the (VISITOR KEY) field and press the [ENTER] key.

To display the DVO7 Visitor Comments Screen or the Comments Screen as a sub-screen of the DV02,
from any screen in AIMS, type DV07 2 R VISITOR KEY or DV02 5 R VISITOR KEY on the screens
Transaction Request Line, respectively.

If the VISITOR KEY is not known, It can be found using the DVO1 Visitor Screen or the DV03 Name Search
Screen. Type an"S" {for select} in the ACT field next to the visitor's name and press [ENTER]. The DVo2
Visitor Detail Screen will be displayed. Type the Transaction Type "5" over the existing Transaction Type,
press [ENTER] and the Comments Screen will be displayed.
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DYG7 2 A HELLO8215201
Ivs80G7

VISITOR: HELLER, DAYID M.

ACTION:

TYPE: I INFORMATIO DATE:
FER 5GT. BALLARD,

COMMENTS

07/27/90 COMMENT: WCT1/A11 NCIC CLEARED 7-24-90

VISITOR DETAIL SCREEMN

MM/OD/YY HH, MM, SS

PAGE 001
TYPE: A ATTORKNEY VISITING: NO

TYPE: _ DATE: _ /__/__ COMMENT:
TYPE: _ DATE: _ /_ /__ COMMENT:
TYPE: _ DATE: _ /_ /__ COMMENT:

READY FOR UPDATE

When the Comment section of the DV02 Visitor Detail Screen appears the VISITOR and TYPE fields will
be automatically generated by the program. A*YES" or *NO" will also be displayed in the VISITING field,
indicating whether or not the visitor is currently visiting an inmate, Before a comment can be added,
changed or deleted a single character ACTION CODE must be type inthe ACT field. The codes are as

follows:

ACTION

A
C
D

add a comment

change an exisling comment
delete an existing comment

There are ten {10} COMMENT TYPE codes.

TYPE (Comment}

—oO0Or

P
S

arrest
contraband
denied
information
pending review
suspended

/

- g < N

inmale refused
search information
terminated

vehicie information
warning
terminated

The DATE field entry is the standard six (6) digit eniry. The date entered is the effective date of the
comment (e.g. If an incident occurred during a visit on a Saturday use Saturday’s date for the comment).

Three lines are availabiz on the screer for typing the comment. Al comments should be concluded with
the computerized Staff 1D of the staff member making the comment and the Location Code {eg.

XYZ4/305).
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Once the visitor information is typed and the [ENTER] key pressed an "UPDATE COMPLETE" message
will appear at the bottom of the screen. |f the message is not displayed there will be an error message
at the bottom of the screen, Read the error message, make the necessary corrections and press the
[ENTER]) key.

DATA ENTRY - DV08 MINOR DETAIL SCREEN

The DV08 Minor Detail Screen identifies the adult visitors who can accompany a minor to visit an inmate.
To Display this screen from the MENU (DT01 0 {VS), enter a Transaclion Type “0" in the TYPE field, the
VISITOR TYPE CODE in the (TYPE) fieid, the VISITOR KEY in the (VISITOR KEY) field and press the
[ENTER)] key.

The DV08 Minor Detail Screen program is designed to allow this screen to be displayed as a sub-screen
of the DV02 Visitor Detail Screen. To display this screen as a sub-screen of the DV02 select the DVD2
screen on the MENU and enter a Transaction Type “7"in the TYPE field, the VISITOR TYPE CODE in the
(TYPE) field, the VISITOR KEY in the (VISITOR KEY) field and press the [ENTER] key.

To display the DV08 Minor Detail Screen or the Minor Detail Screen as a sub-screen of the DV02, from
any screen in AIMS, type DV08 2 R VISITOR KEY or DV02 7 R VISITOR KEY on the screens Transaction

Request Line, respectively,

ithe VISITOR KEY is not known, it can be found using the DVO1 Visitor Screen or the PV03 Name Search
Screen. Type an “S" (for select) in the ACT field next to the visitor's name and press [ENTER]. The DV02
Visitor Detail Screen will be displayed. Type the Transaction Type “7" over the existing Transaction Type,
press [ENTER] and the Minor Detail Screen will be displayed.

When the DV02 Minor Detail Screen appears the VISITOR Name and TYPE fields will be automalically
generated by the program. A "YES" or "NO" will also be dispiayed in the VISITING field, indicating

“whether or not the visitor is currently visiting an inmate. Before any visitor information can be added,

changed or deleted a single character ACTION CODE must be type in the ACT field. The codes are as
follows:

ACTION

A add or group Adult with Minor
C change an existing Adult grouped with a Minor
D delete an existing Adult grouped with a Minor

To add an adult visitor 1o the Minor Detail Screen type the twelve (12) character VISITOR KEY in the
ADULT ID field.
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DVO8 2 M {VISITOR KEY) MM/DD/YY HH, MM, SS
1vysBeoos WINOR DETAIL SCREEN PAGE 1
MINOR: TYPE: M MINOR VISITING: NO
ADULT INFORMATION

ACTION:
ADULT ID:

ADULT NAME: DOB: AGE ; SEX:

STATUS FOR MINCR STAT DATE __/_{ _ REL TO ADULT

DATE ADDEQ: _ /_ /__ APPROVED: _ /__/_~ REWOVED: __s_/__  CUR VISITING:
ADULT ID:

ADULT NAME: DoB: AGE ; SEX:

STATUS FOR MINOR STAT DATE /[ _ REL TD ADULT

DATE ADDED: __/__/__ APPROVED: __j_ /_ ~ REWOVED: __/_/__  CUA VISITING:
ADULT ID:

ADULT NAME: DoB: AGE: SEX:

STATUS FOR MINOR STAT DATE __/_ [/ _ REL TO ADULT

DATE ADDED: __/__/__ APPROVED: _ /__/ " REMOVED: __/__/__  CUR VISITING:

READY FOR UPDATE

The ADULT NAME, DOB, AGE and the SEX field are automatically generated by the program.
changes to these fields must be made on the respective Adult Visitor Detail Screen.

Any

DVO2 7 M (VISITOR KEY)

MM/DD/YY HH, MM, 5SS

IVS8008 MINOR DETAIL SCREEN PAGE 1
MINOR: TYPE: M MINOR VISITING: NO
ADULT INFORMATION

ACTION:
ADULT 1D:
ADULT NAME: — . 008: AGE: SEX:

STATUS FOR MINOR STAT DATE _ /_ [

REL TO ADULY

DATE ADDED: _ ; /__ APPROVED: _ /__/__ REWOVED: __/__/__  CUR VISITING:
_ ADULT ID:
ADULT NAME : Doe: AGE : SEX:

STATUS FOR MINOR STAT DATE [

REL TO ADULT

DATE AODED: _ / _/__ APPROVED: __j__/_ REWOVED: _/_J_  CUR VISITING:
_ ADULT 1D:
ADULT NAME: DOB: AGE : SEX:

STATUS FOR MINCR

STAT DATE __/_/
DATE ADDEO: _ [/ __

APPROVED: _ /_ /__~ REMOVED:

READY FOR UPDATE

REL 7O ADULT
T i Cua VISITING:

—vg

Ty TR

v

7]
ot

5y

There are six (6) codes that can be used to designate STATUS FOR MINOR. This field denotes the
authorization for a visitor lo visit an inmate. When enlering data only the code needs to be entered. The
program will display the code script after the [ENTER] key is pressed.

STATUS FOR MINOR

A approved S suspended
P pending review i inaclve
D denied T terminated
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ADC AIMS VISITATION USER MANUAL 05-01-93

The STATUS DATE refers to the date on which the minor's status was finalized A six (6) digit entry is
required for month, day and year (two (2} digits each). If no date entry is made the program will default
to the current date displayed in the top righl corner of the screen.

The REL TO ADULT field is a single space field used for entering the relationship of the minor to the aduft
vistor the minor in being grouped with,

REL TO ADULT

C child/stepchild F family (all siblings)
P parent/stepparent R other relationship
G grandparent N no relationship

S spouse

NOTE: "Other relationship” is to be used for those minors_not defined above (e.g. in-laws, auntsfuncles,

cousins, elc.).

The DATE ADDED, APPROVED and REMOVED fields require date entries. All visitation date entries
require the same six {6) digit entry format as previously described. !f no date is entered in the DATE
ADDED or APPROVED fields the program will default to the current date as displayed in the upper right
corner of the screen.

If a visitor is placed on inactive or terminated status and no entry is made in the REMOVED field the
program will default to the current date. If a visitor is not placed on inactive or terminated status the
program will default to 00/00/00.

DVO2 7 M (VISITOR KEY) MM/DD/YY HH.MM.SS
1V58008 MINOR DETAIL SCREEN PAGE 1

MINOR: TYPE: M MINOR VISITING: NO

ADULT  INFORMATION

ACTION:

_ ADULT 1ID:

ADULT NAME: — DOB: AGE ! SEX:

STATUS FOR MINOR STAT DATE _ s {_ REL TO ADULT

DATE ADDED: _ /_/__ APPROVED: _ /__/_~ REWOVED: __/_/__  CUR VISITING:

_ ADULT 1D:

ADULT NAME: 0os: AGE SEX:

STATUS FOR MINOR STAT DATE __/_ s REL TO ADULT

DATE ADDED: _ /- APPROVED: _ '’ T REMOVED: __/_/__  CUR VISITING:

_ ADULT 1D

ADULT NAME; DOB: AGE : SEX:

STATUS FOR WINOR STAT DATE _ | ! REL TQ ADULT

DATE ADDED: _ /_/__ APPROVED: __/_ /_~ REWOVED: _/_/_  CUR VISITING:

READY FOR UPDATE

The CUR VISITING field does not require manual entry. The data for this lield 1s generated from the
DVO1. A "YES" or a "NO" will be displayed depending on the action taken on the DV01. This field
indicates whether or not a minor 1s currentiy visiting an inmate in a designated visitation area.
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Three (3) adult visitors car be added/grouped on this screen at one time. Once the visitor information
is typed and the [ENTER] key pressed an "UPDATE COMPLETE" message will appear at the hottom of
the screen. It the message is not displayed there will be an error message at the bottom of the screen.
Read the error message, make the necessary corrections and press the [ENTER] key.

DATA ENTRY - DV03 VISITOR NAME SEARCH SCREEN

The DV03 Visitor Name Search Screen provides a list of visitors by name. This screen is very similar in
function to the AIMS DT09 Name Search Screen which displays inmates by name. The list provided by

this screen contains all Visitor Types. The DV03 Name Search Screen will dispiay leqal names first, AKA-1
names second and AKA-2 names third.

The Visitor Name Search Screen provides optional parameters to display a more selective list of visitors
by name. The program can include a search to match thee Type of visitor, the Status of the visitor, the
Social Security Number of the visitor and/or the Secondary 1D of the visitor. It can also include a search
to match the First Name, the Race, the Sex and/or the Date of Birth. If the year of birth is queslionable,
another option is provided to expand the search parameter within a plus {+} or minus (-} range of the year

of birth {e.g. if the year of birth is 1945 and the +/- range is 5, a search will be invoked to include a mateh
of the year between 1940 and 1950).

DV03 O (LAST NAME) MM/DD/YY HH.MM,SS

1v58003 VISITOR NAME SEARCH SCREEN PAGE

1

S R M

A TS A ADD u

c 1Y VISITOR NAME AEC DOB SSN SECONDARY DATE L

T PE LAST, FIRST MIDDLE SUFFIX T X E MMODYY 10 MMDDYY T
_ R SMITH, JOHN P, (LEGAL) A M C 101040 5113445908 080187
_ M SMITH, MARY (LEGAL) A F C 101083 NNNHNNNNN CBAZMARICOPA 080187
_ M SMITH, PAUL (LEGAL) A M C 090980 CAZMARICOPA 086187

PRESS ENTER KEY FOR NEXT PAGE

ACTION CODE: 5 = SELECT RECORD

When a name search has been completed ali of the paramelers will be displayed whether or not they were
initiatly selected. In addition, the date the visitor was added to the Visitor List will be displayed.

There are three (3} Transaction Types that can be used to perform searches on this screen,

TYPE (Transaction)

0 visitor name search
1 visitor name search match
2 visitor SSN search match
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ADC AIMS VISITATION USER MANUAL 05-01-93

There is one (1) Action Code available for use once the visitor search is complete. This code allows a
visitor to be selected from the list and the visitor's DV02 Visitor Detail Screen to be displayed.

| -os

S select a visitor record (Visitor Detail Screen, DV02)

There are seven {7) Visitor Codes that may be displayed in this field.

TY

PE (Visitor)

A attomey R regular adult visitor

I interrelation E emancipated/minor spouse
M minor visitor P pastor

S special visitor

The VISITOR NAME field displays the visitor's last name, first name, middle namefinitial and/or a suffix
(e.g. Jr., Sr., 1l etc.). The name will also be idenlified as a legal name or an alias (AKA).

There are six (6) codes that can be displayed in the visitor STATUS field.

s

T

A

T (Status)

A approved S suspended
P pending review i inactive
D denied T terminated

There are three (3) codes for use in designating the SEX of a visitor.

S

E

X (Sex)
M male
F {female

U  unknown
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DVO3 O (LAST NAME)

MM/DD/YY HH.MM.SS

1v5B003 VISITOR NAME SEARCH SCREEN PAGE 1

5 AR M

A TS A ADD U

cTY VISITOR NAME A EC DOB SSN SECONDARY DATE L

T PE LAST, FIRST MIDOLE SUFFIX T X E MMDOYY 10 WMMDOYY T
_ R SKITH, JOHN P, (LEGAL) A M C 101040 5113445908 08087
_ W SMITH, MARY {LEGAL) A F C 101083 NNNNNNNNN CBAZIMARICOPA 080187
_ M SMITH, PAUL (LEGAL)} A M C 080980 CAZMARICOPA 080187

PRESS ENTER KEY FOR NEXT PAGE
ACTION CODE: § = SELECT RECORD

There are eight (8) codes for use in designating the RACE of a visitor.

R

A

Cc

E (Race)

A Asian M  Mexican American
B Black N  Mexican National
C Caucasian QO Other

| Native American Indian U Unknown

The DOB (Date of Birth) field requires a six (6) digit entry. The date mustinclude the month, day and year
of birth with two (2) digits assigned to each.

The SSN {Social Security Number) field is a nine (9) character entry. Because the SSN is furnished
voluntarily, by the visitor, the SSN is not a mandatory entry.

Thirteen spaces are provided for entering a munor's SECONDARY ID. Examples of a secondary
identification are Driver License {prefixed by State initials), State ID (prefixed by the initials "3I"), Military
ID (ML), Passport (PP), VISA (V3), immigration and Naturalization Service (IN), and Bank Card (CB). A
certificate of birth is required Secondary D for minors. The correct sequence for recording a certificate

of birth is as follows: CB. the two initial birth State abbreviation. and the county where born (e.g.
CBAZMARICOPA).

If a secondary ID has not been provided. the following temporary secondary 1D may be used: State
abbreviation. AIMS Facility location code the first four (4) letters of the visitor's fast name. and the initials
of the first and middie name. For a minor named John P. Smith Jr. visiting an inmate at ASPC-F Central

unit, a temporary secondary |D would look as follows: AZAOTSMITJP. Temporary/Substitute 1D should
be replace with a valid Secondary D as soon as possible.

The ADD DATE field displays the month, day and year the visitor was added to the inmate’s Visitor List.
If the visitor is on rmore than one (1) inmate's Visitor List a "Y" will be displayed in the MULT field.
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ADC AIMS VISITATION USER MANUAL 05-01-93

DVO0S VISIT SCREEN

The DVOS5 Visit Screen performs three (3) functions: One (1), it can provide a record of the visils a inmale
has received from a single visitor over a designated time period; Two (2), it can provide a roster of the
visits received by an inmate from all of the inmate's visitors over a designated period of time, and Three
(3), it can provide a list of inmates that a selected visitor has visited.

The screen displayed for the first two (2) functions is similar. The determination of which screen will be
displayed is in the form of the Transaction Request. To display an individua! visit record the following
transaction request must be entered on the Transaction Request Line: DV05 0 MMDDYY ADC# VISITOR
KEY {see example provided below). To display a roster of all the visits received by an inmate the same
Transaction Request format is used excluding the VISITOR KEY (e.g. DV05 0 MMDDYY ADC#.

DV05 O 060192 043433 SMIT10104001 WM/DD/YY HH.MM.55
1VSBOO5 VISITOR SCREEN PAGE i
INMATE: 043433 NAME: HUMMINGBIRD, NORMA L.
VISITORS
T TS R M
A Y ETSAR ¥
¢ P VISITOR NAME vVISIT RAECE BEGIN END L
T E LAST,FIAST MIDDLE SUFFIX DATE Loc MTXEL TIME T
SMITH, JOHN P. 06/05192 BOS N AMCP 10:21 11:59
SMITH, JOHN P, 10/10/92 BOS N A M C P  09:01 15:00
SMITH, JOHN P, 01/05/93 B0S N AMCP 09:56 12:03

[ 20 T T T O O O |

I T A T T O T A O I
|
|
I
|
|
|
..¢....-l-.-...-
FLLTITTN
LLEEL LT
frrrrertl
[ T U T T T S B A |

!
ACTION TODE.  § = SELECT VISITOR RECORD ~

TYPE (Transaction)

0 display visit records
2 change visit records

There are two {2) Action Codes that can be used in conjunction with the Transaction Type "0".

A
C
T (Action}

S select a visitor record {Visitor Detail Screen, DV02)
vV selecl a visit record {to change or delete)

Note: The Action Code "V is used in the same manner as a Transaction_Type "2° They are both used
to make changes.
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05-01-93
DVOS © D60192 043433 MM/DD/YY HH.MM.SS

IvSBCOS YISITOR SCREEN PAGE 1

INMATE: 043433 NAME: HUMMINGBIAD, NORMA L.
VISITORS .

T TS R M
ALY ETSAR u
[ VISITOR NAME VISIT RAECE BEGIN END L
T € LAST FIRST MIDOLE SUFFIX DATE LOC M T XEL TIME T
_  _ SMITH, JOHN P, 06/05/92 BOS N A MCP 10:2) 11:59
_  _ JAMES, MARTHA S. 07/05/92 BO5 N AFCHN 09:00 12:01 N
T SMITH, JOWN P, 10/10/92 BOS N A M C P 09;01 15:00 °
_ _ HARTER, RONALD J, 12/20/92 BO5 N A M C N 13:00 14:45
_ . SMITH, JOHN P, D1/05/93 BO5 NAMCP 09:56 12:03
- - S S,

- - Y S i

- - Y N — e e

- - — . o — i

- - —om T nnins SEIiE

ACTIONTODE: & = SELECT VISITOR RECORD —— ~~ =~ ~ - = -
There are seven {7} Visitor Codes that may be displayed in this field.

T

Y

P

E {Visitor)

A attorney R regular adult visitor

! interrelation E emancipated/minor spouse

M minor visitor P pastor

S special visitor

The VISITOR NAME field displays the visitor's last name, first name, middie name/initial and/or a suffix
{e.g. Jr., Sr., 1ll, etcl).

The DATE field entry is the standard six (6) digit entry,

The Location Code will be displayed in the VISIT LOC field. These codes are provided in the AIMS DAO4
Automated Code Tables under the DATA ELEMENT CICURLOC.

The TERM field is used to indicate how a visit was terminated. There are two (2) codes that apply to this
field.

T
E
R
M (Visit Termination Type)

N normal termination
T administrative termination
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ADC AIMS VISITATION USER MANUAL 05-01-93

There are six (6) codes that can be displayed in the visitor STATUS field.

S

T

A

T (Status)

A approved S suspended
P pending review i inactive

D denied T terminated

There are three {3} codes for use in designating the SEX of a visitor.

S

E

X (Sex)

M  male

F female
U  unknown

There are eight (8) codes for use in designating the RACE of a visitor.

R

A

C

E (Race)

A Asian M  Mexican American
B Black N Mexican National
C Caucasian 0O Other

| Native American Indian U  Unknown

The RELATIONSHIP TO INMATE field is a single space field used for entering the relationship of the
minor to the inmate,

RELATIONSHIP

TO INMATE
C child/stepchiid F family (all siblings)
F  parent/stepparent R other relationship
G grandparent N no refationship
S spouse

NOTE: "Other relationship” is 10 be used for those minors not defined above {g.g. in-laws, auntsfuncles,

cousins, efc .

If the visitor is on more than one {1) inmate’s Visitor List a "Y" will be displayed in the MULT fie1d.
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When using a Transaction Type "2* or an Action Type "V* to change visitor information only one (1) record

can be changed at a time. There are two more subsequent Action Codes required to change or delete
a record.

A
c
T {Action)

C change visit record
D delete visit record

Changes can only be made to the following fields:
END TIME (Miiitary Time) TYPE (Visitor)

TERMINATION (Type) STATUS (Visitor)
RELATIONSHIP TO INMATE

VISIT SCREEN - INMATES VISITED

There is only one (1) Transaction Type that can be used on this component of the DVO05 Visit Screen.

TYPE (Transaction)

0 display visit records

The INMATE NAME fieid displays the inmate’s last name, first name, middle name/initial andfor a sufix
(e.g. Jr., St., il etc.).

The INMATE NUM field displays the inmate's ADC Number (e.g. 089898).

DVO5 O MMDDYY SMIT10104001 MHOD/YY HH.MM,SS
1V¥SBOO5S VISIT SCREEN PAGE 1
VISITOR: SMIT10104001 SMITH, JOHN P,
INMATES
T R
E 5 A R
INMATE NAME INMATE Vv 1 ST T R & C E BEGIN END
LAST ,FIRST MIDDLE SUFFIX NUMBER DATE Loc M X E L T1ME
HUMMINGBIRD, NORMA L. 043433 06/05/92 BOS N F C N 10:21 11:58

|-.i.,;-.I..l i-.i-.i..z..i..l
RRRRRRRRRN
]
RRRRRRRERR

TETTON o0~ § = STLECT VISTYoR Reciio— — — ~ ~~ 7 7
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ADC AIMS VISITATION USER MANUAL 05-01-93

The DATE field displays the standard six (6} digit entry.

The Location Code will be displayed in the VISIT LOC field. These codes are provided in the AIMS DAO1
Automated Code Tables under the DATA ELEMENT CICURLOC.

The TERM field is used to indicate how a visit was terminated. There are two (2) codes that apply to this
fieid.

T
E
R
M (Visit Termination Type}

N normal termination
T administrative termination

There are three (3) codes for use in designating the SEX of a visitor.

S

E

X (Sex)

M  male

F female

U unknown

There are eight (8) codes for use in designating the RACE of a visitor.

2

A

c

E (Race)

A Asian M Mexican American
B Black N  Mexican National
C Caucasian O Other

| Native American Indian U  Unknown

The RELATIONSHIP TO INMATE field is a single space field used for entering the relationship of the
minor to the inmate.

RELATIONSHIP

TO INMATE

C  child/stepchild F  family (all siblings)
P  parent/stepparent R other relationship
G grandparent N no relationship

S  spouse

NOTE: “Other relationship" is to be used for those minors rot defined above (e.g. in-laws, aunisjuncles.

cousins, ete.}.
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To display information on other visitation screens or on any AIMS screen move the cursor to the

Transaction Request Line in the upper left corner of the screen, type in the Transaction Request and press
the [ENTER] key.

DV11 VISITOR APPROVAL DATE SCREEN

The purpose of the DV11 Visitor Approvaf Date Screen is to facilitate the data entry process for approving
or updating visitor visitation authorization. The DV11 provides the capability to approved or update

approvals for thiteen visitors at one lime. This screen is particularly useful when utilized in canjunction
with the DAD4 81 IVS Approval Follow-up Report.

This Batch Report furnishes a list of visitors that have not been raviewed or have had their approvals to
visit updated in the past 180 days. The visitors on this list are submitted for an NCIC/ACIC background

check. Once having cleared the background check updating approvals can be done on this screen in
a few simple steps.

New entries or changes to existing approval dates made on the DV11 will be transferred to the DVO2
Visitor Detail Screen.

Dvit 2

MIE/DD/YY HH.MM.5S
IV5BO11 VISITOR APPROVAL DATE SCREEN PAGE
SET DATE----- o
VISITOR  APPAOVAL
10 DATE VISITOR STATUS
MO DA YR NAME MSG

il

0
MESSAGES ENTER CHANGES - PF1 OR CLEAR TO EXIT
CLEAR KEY TO EXIT PF1 KEY TO RETURN TO MAIN MENU ENTER KEY TO CONTINUE

t |

There is only one (1) Transaction Type associated with this screen.

TYPE (Transaction}

2 change approval dale

The SET DATE field can be used lo change the dates is the approval date column. If this field is used
the approval dales down the column will change 1o Ihe date entered in the SET DATE field when the

transaction is completed. If no dale is entered the program will default to the current date and be
displayed down the column.
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ADC AIMS VISITATION USER MANUAL 05-01-93

VISITOR 1D refers to the twelve {12) character VISITOR KEY unique for each visitor. The key consist of
the first four (4) letters of the visitor's last name the visitors six (6} digit date of birth (DOB) and a two (2]
digit sequence code. The Visitor Key for John Smith, born on October 10, 1940, would be
SMIT10104001.

NOTE: If the visitor name and/or DOB are changed after the visitor record was created, the Visitor Key
will remain the same. A pew Visitor Key will not be generated.

Dv11 2 MM/DD/YY HH.MM.SS
IVSBO11 VISITOR APPROVAL DATE SCREEN PAGE
SET DATE----- 03 03 93
VISITOR  APPROVAL
ID DATE VISITOR STATUS
MO DA YR NAME MSG
SWIT10104001 03 03 93 SMITH, JOHN P. SMIT10104001 FOUND L~
03 '

03 03 83
03 03 92

T 03 03 93
MEEEAGES ENTER CHANGES - PF1 OR CLEAR TO EXIT
CLEAR KEY TO EXIT PF1 KEY TO RETURN TO MAIN MENU ENTER KEY TO CONTINUE

The APPROVAL DATE fields display the current date. If no SET UATE is entered, the approval date for
each visitor entered will be the current date. If a dale other than the current date or a SET DATE is
required the date in the APPROVAL DATE field next to the visitor or visitors can be overstriken with the
appropriate new date.

After entering the VISITOR KEY/s and the approval date/s for each visitor press the [ENTER] key to
display/confirm the VISITOR NAME and STATUS MSG (message).

The VISITOR NAME fieid will display the name associated with the VISITOR ID. If an invalid VISITOR ID
has been entered. an ERROR MESSAGE will appear "RE-ENTER VISITOR ID".

NOTE: Be sure to confirm the correct VISITOR NAME is displayed with the VISITOR ID.

if the VISITOR 10 is valid. a found message will be displayed {e.g. SMIT10104001 FOUND).
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If the informalion displayed is correct re-press the {ENTER] key. A new message wwill appear in the
STATUS MSG field (e.g. 19930303 UPDATED).

ov11 2
IVSBO11

iy DATE

03 03
03 03

Il

CLEAR KEY TO EXIT

03
MESSAGES ENTER CHANG

SET DATE----- 03 03 83
VISITOR  APPROVAL

MO DA YR

a3
83
93
93
93
93
93
g3
93
93
a3

23
ES

PF1 KEY TO RETURN TO MAIN MENU ENTER KEY TO CONTINUE

MM/DD/YY HH,MM,SS

V1SITOAR APPROVAL DATE SCREEN PAGE
VISITOR STATUS
NAME MSG
SMITH, JOHN P, 19930303 UPDATED

PF1 OR CLEAR TO EXIT
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ADC AIMS VISITATION USER MANUAL 05-01-93
AIMS INMATE VISITATION
REFERENCE SHEET

TRANSACTION ID TYPE EXAMPLE
Display Inmates Visitors Dvo1 0 DVO1 O nnnnnn
Enter Inmates Visitors DVO1 1 Ov01 1 nnnnnn
Remove Inmates Visitors DVO1 2 DV01 2 nnnnnn
Begin Visits to Inmates DVO1 3 DVO1 3 nnnnnn
End visits to Inmates DVO1 4 DVO1 4 nnnnnn
Display Condensed Vtr Rcd ovo2 0 DVOZ O R VISITOR KEY
Create Visitor Record Dvo2 1 pvoz 1 R
Update Visitor Record pvo2 2 pvo2 2 R VISITOR KEY
Display Exp Visitor Rcd pvoz2 3 Dv02 3 R VISITOR KEY
pJ/uU visitor Suspends Dv0o2 4 DV02 4 R VISITOR KEY
D/U Visitor Comments Dpvo2 5 Dv02 5 R VISITOR KEY
D/u Adults for Minors Dvo2 7 DV02 7 M VISITOR KEY
Delete Visitor Record Dvo2 9 DVv02 @ R VISITOR KEY
visitor Name Search pVv0o3 0 V03 0 SMITH
visitor Name Search Match DV03 1 DV03 1 SMITH
Vvisitor SSN Search Match Dv03 2 DV0O3 2 123456789
Display Visit Records pvos 0 DV05 0 mmddyy nnhnnn
Update Visit Records DVO5 2 DV05 2 mmddyy nnnnnn
Display Suspensions pDVO6 0 pvo6 0 R VISITOR KEY
Add/Change Suspensions ovoe 2 DV0O6 2 R VISITOR KEY
Display Comments DVOo7 0 DVO7 0 R VISITOR KEY
Add/Change Comments bvav 2 Dv07 2 R VISITOR KEY
Display Adults/Minors DvoB 0 Dv0o8 O M VISITOR KEY
Add/Change Adults/Minors Dvos 2 pv0o8 2 M VISITOR KEY
Visitor Approval Date DV 2 L pvo8 2

* VISITOR KEY = First
the Visitor Date of

Four (4) Letter of the Visitors Last Name,
Birth and the Sequence Number,

j
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DAO1 AUTOMATED CODES TABLES

This screen provides the code values and descriptions linked to a specific DATA ELEMENT. A Data
Element is a Category or Label for specific codes (e.g. CICURLOC = Current Location Codes).

There are two {2} automated methods for determining the DATA ELEMENT linked to a specific screen
field:

When an error is made entering data in a field an ERROR MESSAGE is displayed
listing the DATA ELEMENT at the botiom of the screen.

Or an error in a specific field can be intentionally created to display a
DATA ELEMENT.

To display the DAO1 Code Tables type lhe Transaction Request DAO1 space, 00 space and the DATA

Ejement (e.g. DAO1 00 CICURLOC) on the Transaction Request Line and press the [ENTER] key. The
Code Values and their Descriptions will be displayed.

When paging through the DA01 Code Tables a message will appear '"MAX LINES EXCEEDED'. Move the

cursor one space past the Data Element name on the top line. Type the code that appeared lo the left

of the 'MAX LINES EXCEEDED' message and press [ENTER]. This wili continue the Code Table display.

Repeat this procedure if the message is encountered again.

To leave the DAO1 Code Tables press the [ALT] key down. While pressing the [ALT] key down, press
the [CLEAR] key. The screen will go blank and the cursor will be resting in the top left corner. Where

the cursor is resting, type DTO1 0 IVS and press [ENTER}. The screen will return to the first page of the
Visitation Menu.
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ADC AIMS VISITATION USER MANUAL 05-01-93

BATCH REPORTS

To submit an AIMS Batch Report hold down the [ALT] key and press the [CLEAR] key ({ALT-CLEAR]}.
The screen will go blank with a blinking cursor in the upper left corner.

Type the desired Batch Report (i.e. DA04 60 IVS) in the top feft corner where the cursor is resting.

Run Control Parameters.

When a Batch Report screen is displayed certain information referred to as *RUN CONTROL
PARAMETERS” must be filled in. In the case of the DA04 60 VS Batch Report the CICURLOC CURRENT
LOCATION, SORTSEQ SORT SEQUENCE, BEGDATE BEGINNING DATE and the ENDDATE ENDING
DATE codes are mandatory entries. The column with the O/M heading designates whether a RUN
CONTROL PARAMETER is an OPTIONAL/MANDATORY entry.

DAD4 60 IVS MM/DD/YY HH_MM.S5
0TSt188 AIMS BATCH SUBMISSION PAGE 1 OF 1
SYSTEM: IVS INMATE VISITATION SYSTEM
BATCH TRANSACTION NO: 60 - SPECIAL VISIT REPORY
RUN CONTROL PARAMETER VALUE OfM FORMAT
CICURLOC CURRENT LOCATION GODE o M 3 ALPHA
SOATSEQ CONTROL CARD SORT SEQUENCE _ M 1 ALPHA
BEGDATE BEGINNING DATE OF PERIOD M 6 NUMERIC
ENDDATE ENDING DATE OF PERIOD M 6 NUMERIC
CONTACT NAME: DOC MIS PHONE : JOB NAME: DOCO7PRO
NUMBER OF COPIES: O1 CLASS: PRINTER ID: PBOY PGM NAME: H310V060
CLASS: C RUN TIME: 24:00 THRU 6:00 CLASS: E RUN TIME: 6:00 THRU 18:00
READY FOR UPDATE CLASS: P RUN TIME: 18:00 THRU 24:00

Type in the three (3) character alpha Location Code {Location Codes can be found in the Automated Code
Tables under the DATA ELEMENT CICURLOC).

Type in the one {1) character numeric Sort Sequence Code. The Sort Sequence indicates how the report
will be printed out. There are two (2) valid Sort Sequences. The report can sort by inmate or by visitor.

SORT SEQUENCE

A inmate
VvV visitor

Type the standard six {6) character numeric date enlry in both the Beginning Date and the Ending Date
fields. This establishes the time period the report will cover.
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Bateh Directions.

CONTACT NAME: Atthe bottom of the screen there is a field requesting a CONTACT NAME. The person
submitting the request must replace “DOC M1S” with their name.

PHONE: Since printer locations are at specific sites rather than at all work stations, staff should include
their phone number with the request so they can be contacted upon completion of their report run.

NUMBER OF COPIES: If more than one copy of the report is required, simply strike over the number "1*
with the number of copies needed.

CLASS: This repart pravides three (3) CLASS options. The CLASS option determines the when the report
will be run. if no CLASS option is selected the run time will default to the type displayed in the field.

PRINTER ID: To insure a Batch Report is sent to a printer convenient for its retrieval, the appropriate
PRINTER ID must be entered for the preferred receipt location.

DAC4 60 IVS MW/ DD/YY HH.MM.SS
0751188 AIMS BATCH SUBMISSION PAGE 1 OF 1
SYSTEM: IVS INMATE VISITATION SYSTEM

BATCH TRANSACTION NO: 60 - SPECIAL VISIT REPORT

AUN CONTROL PARAMETER VALUE G/M FORMAT
CICURLOC CURRENT LOCATION CODE — ] 3 ALPHA
SORTSEQ CONYROL CARD SORT SEQUENCE _ M 1 ALPHA
BEGDATE BEGINNING DATE OF PERIOOD M 6 NUMERIC
ENDDATE ENDING DATE OF PERIOD M 6 NUMERIC

CONTACT NAME: DOC MIS PHONE : JOB WAME : DOCO7PRO

NUMBER OF COPIES: 01 CLASS: PAINTER IC: PBOY PGM NAME: H310VOG0

CLASS: € RUN TIME: 24:00 THRU 6:00 CLASS: E HRUN TIME: 6:00 THRU 18:00
READRY FOR UPDATE CLASS: P RUN TIME: 18:00 THRUY 24:00

Local Printer 1D,

There are two (2) methods for determining your printer 1D:

Type in DTO1 0 11S2 at the top left corner of your screen. This will display

Page 2 of the IS Menu. The TERMINAL ID and PRINTER ID will be dispiayed at
the bottom of this page.

NOTE: IF NO DISPLAY APPEARS CONTACT YOUR AIMS COORDINATOR YOUR TERMINAL MAY NOT
BE CURRENTLY TIED TO A PRINTER.

Type DA23 OTS in the top left corner of your screen as if requesting a Memo Router.

From the list of available printers select the one that is most convenient for your
purposes.
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INMATE VISITATION SYSTEM (IVS)
BATCH REPORTS
RPT# | PGM # | YPO/P # TITLE
A1 H310V085  IVS0085 INMATES WITHOUT VISITORS
10 H310V010  IVSO010 ~ VISITOR LIST (INMATE COPY)
11 H310V010  IVSO011 VISITOR LIST (OFFICE COPY)
12 H310Vi10  IVS0012 VISITOR LIST 6 MONTHS PRIOR
13 H310V010  IVS0012 VISITOR LIST (OFC COPY) TOTALS ONLY
21 H310vV020  1VS0020 DUPLICATE SOCIAL SECURITY NUMBERS
24 H310V020  IVSO020 MULTIPLE VISITS REPORT
30 H310V030 V80030 INMATE VISIT REPORT
31 H310V030  [VSO031 LOCATION VISIT REPORT
32 H31OV030  IVSO032 CURRENT VISITORS REPORT
40 H310V040  1VSO040 VOLUNTEER REPORT
50 H310V050 WS0050 CONTRACTOR REPORT
55 H310V0S5  IVSO055 CONTRACTOR/SPONSOR CODES
58 H310V0oS8  1VSOO058 CONTRACTOR/SPONSOR VISIT REPORT
60 H310V060  IVSOO060 SPECIAL VISIT REPORT
70 H310V070  IVSOO070 MINOR VISITORS TURNING EIGHTEEN
71 H310V070 IWS0O071 YOUNG CHILDREN VISITORS TURNING EIGHT
75 H310V075  IVS0075 INACTIVE INMATE VISITOR UPDATE
80 H310V080 Ivs0o081.2 EDIT REPORTS - ALL
81 H310V0BO  IVSO081 VISITOR APPROVAL FOLLOW-UP REPORT
g2 H310V080 ws0oo0s2 VISITORS SUSPENSIONSMIOLATIONS
3-93 H310V090 V30090 VISIT SUMMARY - INMATE'S VISITORS
g2 H310V092 Ivs0092 VISIT SUMMARY - €, 5, AND/OR ATTORNEYS
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VISITATION REFERENCES

The following listing of Arizona Depariment of Corrections policy publications is provided for information
and compliance as these policies ma impact the inmate visitation process. Itis recommended that copies
of each of these publications be kept with the Visitation Manual o facilitate easy reference. When copying
policies, the current Policy Receipt Newsletter, which provides the Alpha Index and the Numerical Table
of Contents to policy should be consulted to insure that a copy is also obtained of any pen-and-ink
change, and/or any memorandum or other addendum lo the policy being copied.

Type

DMO

DMP

DMO

DMO

IMP

IMP

Number

88-21

89-21-B

90-15

91-06

100.4

501.5

Poliey or Publication Titie

Visitation - Adult Inmates

Non-Contact Visitation

Inmate Records System

Arizona Criminal Justice Information System

Cantroliing Document Issuance - Distribution
and Retention

Transfer of Offender Record Files
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Date

06-13-89

050892

08-03-90

03-22-91

03-12-92

12-22-87
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